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Dictation Discs 
Say About Them! 


“These 


Portland, Maine 


“IT am a teacher of Gregg 
Shorthand and Dictation 
Discs have been very valua- 
ble in my shorthand classes. 
My students enjoy taking 
dictation by these records.” 

MISS BETTY BURNS 

Route 1, Box 69 

Valdese, No. Car. 





“I like to use records for my 
shorthand classes I find 
the Dictation Disc Com- 
pany’s records fit my needs 
well for practice and speed 
building.”’ 

MRS. VIRGINIA RANKIN 

Twin Bridges, Mont. 


Look What Users of 


records 
have helped me 
secure a much 
better position 
than I had pre- 
viously.”’ 


MRS. R. L. HENDERSON 


“After using 
ords faithfully I gained 
enough confidence to 
apply for one of the bet- 
ter positions here in Day- 
ton. I was given a test 
and had an excellent 
steno position within 
two days.”’ 


CAROL WETZEL 
Dayton, Ohio 


your rec- 
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These Giants of American 
Industry Use Dictation Discs 
In Their Training Programs 





Prudential Insurance Co. 
Western Electric 

General Electric 

Eastman Kodak 

Tempo Aircraft 


THESE LEADING BUSINESS SCHOOLS and 
COLLEGES USE DICTATION DISCS 


ABILENE CHRISTIAN CARNEGIE INSTITUTE SUSQUEHANNA UNIV. 
COLLEGE OF TECHNOLOGY Selinsgrove, Pa. 
Abilene, Texas Pittsburgh 13, Pa. TRI-STATE UNIVERSITY 
ACTUAL BUSINESS HILL'S BUSINESS UNIV. Toledo, Ohio 


Correspondence Schools 
Socony Mobil Oil Co. 
Federal Reserve Bank 
Tennessee Valley Authority 
LaSalle Extension 


Miami, Florida 
AMERICAN INSTITUTE 
OF BUSINESS Bloomington, lil. 

Des Moines, lowa INDIANA STATE 
BRIGHAM YOUNG UNIV. TEACHERS COLLEGE 
Provo, Utah Terre Haute, Ind. 
COLLEGE OF MONTICELLO COLLEGE 


ILLINOIS WESLEYON 
UNIVERSITY 


Storrs, Conn. 

UNIV. OF ILLINOIS 
Urbana, III. 

UNIV. OF MARYLAND 
College Park, Maryland 
UNIV. OF PUERTO RICO 
Rio Piedras, P. R. 


: : WILLIAM & MARY Godfrey, III. UNIV. OF TENNESSEE 
University Williamsburg, Va. NAMPA BUSINESS Knoxville, Tenn. 
Central Railroad of COLUMBIA UNIVERSITY COLLEGE UNIVERSITY OF TULSA 
New York, N. Y. Nampa, !doh £ 
New Jersey saidinees ampa, Idaho Tulsa, Okla 


AND MANY OTHERS 
. PLUS MANY MORE 


Dictation Lise Co. 


170 Broadway, New York 38, New York 














® COLLEGE Oklahoma City, Okla. UNIVERSITY OF AKRON , 
National Carbon Co. Akron, Ohio HUMBOLDT STATE Akron, Ohio 

r i ADELPHI BUSINESS COLLEGE UNIVERSITY OF 
International | COLLEGE Arcata, Calif. CONNECTICUT 











' Disc Record here 


SHORTHAND SPEED! 


ON’T miss out on promotions and better-paying jobs 
because your shorthand is just so-so. Use the tested, 
result-producing DICTATION DISC SYSTEM—the sys- 
tem that helps students get better marks ...secretaries and 
stenographers more money! Thousands are now using this 
effective method to help increase their shorthand speed. 





eo}, 1S Maile g- wile), Bae) ite 
RECORDS OFFER YOU 


ALL THESE BENEFITS! 






You can do the same in the comfort and privacy of your © Only Dictation Disc 45 rpm Exr- 
own home! ; _—— tended Play gives you a full 15 
Practical, Down-to-Earth Material Builds Speed FAST! 15 minutes dictation 


on cot eon chad minutes dictation on each record. 


All the words and phrases commonly and frequently used 
in general run of office dictation are included in Dictation 
Discs. ‘“‘Takes” have been carefully chosen for variety of 
vocabulary and material so that each one offers a new 
challenge ...a varied change of pace. Dictation Discs in- 
clude the most diversified selections of every conceivable 
type of business letter that you’ll come across in any branch 
of business and industry! 


Dictation Discs Hailed Best by World's Shorthand Champion! 


William Cohen, world’s shorthand champion, who writes 
280 wpm for 5 minutes says: “The very precise and clear 
manner in which Dictation Discs are dictated makes easier 
the climb to greater shorthand speed.” 


Here’s a sure-fire way to improve your skill—put an in- 
valuable training asset at your command—planned repe- 
tition practice. No hit and miss—you get tried and tested 
instruction that actually does build speed ...ease practice 
chores :.. prepare you for examinations... familiarize you 
with varied subject matter ...provide rhythm and poise. 
No long, drawn out learning sessions—improvement is 
rapid under a method that’s designed to develop the all- 
important “automatic reaction” in your shorthand tech- 
nique, to make your hand as quick and sure as your ear! 
No wonder 1,970 leading schools throughout the United 
States now use and recommend Dictation Discs! 


Send No Money! Mail The Coupon Now! 


To get the Dictation Discs you want—send no money 
now. Simply check the ones you want in the coupon and 
mail it at once. When your records arrive pay the low price 
indicated plus C.O.D. and handling charges. Or enclose 
cash, check or money order now and we will ship your 
records postpaid. Either way—Dictation Discs MUST do 
everything we say they will or you may return them in 
10 days for full refund. Mail the coupon now! 


Only Dictation Discs has short- 
hand dictation on all 3 phono- 
graph speeds. First to put dic- 
tation on 45 rpm—first and only 
with dictation on 33% Long Play. 





*RTHA ND 
TATION € All letters separated by Indi- 
vidual bands for easy (visible) 


selection on the records. 


4) There is no duplication of mate- 
rial on any record. 


Dictation Discs contain the 
largest selection of shorthand 
speeds, from 40 wpm to 250 wpm. 


45 minutes dictation 
on each 33'/, LP record 







6) Dictation Discs have the largest 
variety of different voices on all 
its records. 





Dictation Discs are recorded 
and manufactured by the R.C.A. 
Victor Custom Record Division. 


8) Dictation Discs are pressed on 
unbreakable vinylite for clarity 
and longevity. 


© Absolute money back guaran- 
tee (for any reason whatsoever) . 
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10 minutes dictation 
on each 78 rpm record 


Set Ne. 47—45 rpm 


DICTATION DISC COMPANY 
Dept. TS-1, 170 Broadway, 


45 RPM $1.75 ec. (cont'd) 


Set No. 44—45 rpm 
4 records—$1.75 ea. 


4 records—$1.75 ea. 
*Office Style Dictation 
0D No. 23 *(untimed, with 

0 No. 24. corrections, 


78 RPM $2.00 ea. (cont'd) 


Set No. 63—78 rpm 
3 records—$2.00 ec. 


























0 No. 13. 100 & 110 : ‘ [) No. 7. 110 & 120 
UN 0 No. 25. interruptions & = : 
wer New York 38, N. Y. O)No. 14. 110 & 120 O) No. 26. insertions). 2) No. 8. 120 & 130 
0 No. 15. 120 & 130 C) Complete Set—$5.75 0 No. 9, 140 & 150 
01) No. 16. 120 & 130 Set 18 5 C) Complete Set—$5.25 
(RON . . sms yi i 0 Complete Set—$5.75 et No. 50—45 rpm 
6 Please send me the records indicated. On arrival I will pay 4 cesnstnnll.38 o0. [] Complete Course on 
price indicated plus COD and handling charges. I must be [) Complete Course on] 0x Lagat Bictetien 18 rom. Includes © 
. ° NO, ° be . 
delighted or may return record(s) in 10 days for full refund. | 7. 4° "pm: includes Set] © No. 32. 90 & 100 business letters from 
eet 120 w “c eal O) No. 33. 100 & 110 60 to 150 wpm. 
° : 16 pata A "19 difterent bg Ho. 34. 110 & 130 Se 
1 I enclose full payment now, please ship records postpaid. | pusiness tetters— C Complete Set—$5.75 
iD 25,000 words—dictated Set No. SI—45 rpm ENE 
and — by 5 instructors. 4 records—$1.75 ea. 
210 cmabinbnsschintabeimnnseaie Complete $19.50. Medical Dictation Set Ne. er hag 
O No, 35. 80 & 90 2 records—$5.00 
EE O No. 36. 90 & 100 
Silt Set No. 45—45 rpm CO) No. 37. 100 & 110 0 No. 1. 60, 70, 80, 90 
SA 4 records—$1.75 ea. CO No, 38. 110 & 120 O No, 2. 70, 80, 90, 100 
Brief Forms & Phrases (2 Complete Set—$5.75 
- ae eee IONE....... STATE CO No, 17. 40 & 60 


ORDER COMPLETE SETS AND SAVE UP TO 18% 


45 R.P.M. $1.75 each 


Set No. 42—45 rpm 
4 records—$1.75 ea. 


Set No. 41—45 rpm 
4 records—$1.75 ec. 


0 No. 1. 60 & 70 0 No. 5. 80 & 90 O No. 9. 100 & 110 3 records—$2.00 ec. play records, over 3 hours 
O No. 2. 60 & 70 O No. 6. 80 & 90 O No. 10. 100 & 110 O No. 21, 80 (N. Y. State No, 4, 90 & 110 different business letter 
O No, 3. 70 > ro O No. 7. 90 & 100 O No. 11. 100 & 110 0 No. 22, 80 Regents O No. 5. 100 & 110 dictation in speeds 

O No, 4. 70 0 No. 8. 90 & 100 0) No. 12. 110 & 120 tests) O).No. 6. 100 & 110 from 60 to 130 wom. 


O eB Sot 85. 75 ( Complete Set—$5.75 
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Set No. 43—45 rpm 
4 records—$1.75 ea. 


(J Complete Set—$5.75 


OO No. 18. 70 & 90 
Elementary Dictation 

0 No. 19. 40 & 50 

0) No. 20. 50 & 60 

() Complete Set—$5.75 


Set No. 46—45 rpm 
2 records—$1.75 ec. 
» Remini 





(€) Complete Set—$3.00 


78 R.P.M. $2.00 eo 


Set No. 61—78 rpm 
3 records—$2.00 ec. 

0 No, 1. 60 & 70 

0) No, 2. 70 & 80 

0) No, 3. 80 & 90 

C) Complete Set—$5.25 


Set No. 62—78 rpm 


Set No. 72-—-33'/, LP 
2 records—$5.00 ec. 


O No. 3. 90, 100, 110, 120 
O No, 4. 100, 110, 120, 130 
() Compiete Set—$8.75 





Complete Course on 
33-1/3 LP. 4 tong 


Complete $16.50. 








C) Complete Set—$5.25 
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When a secretary needs a friend... 


Poor Helen! It’s been a rough day. Lots of dic- 
tation. Lots of typing. And now, here it is the 
end of the day and she’ll have to type some 
of her letters over again. 

Things would be a lot better for Helen if she 
had a Park Avenue Silk Ribbon in her type- 
writer. It gives a cleaner, sharper impression. So 
sheer, the type gets closer to the paper, mak- 
ing letters look crisp and neat. 


She wouldn’t have to change ribbons so 


often, either. Extra yardage takes care of that. 

Got a carbon paper problem? Solve it with 
Park Lane Plastic Back Carbon Papers. Won’t 
smudge. Won't curl. Won't leave feed roll 
marks. Makes a sharp impression. 

Depend on your Roytype man to help you 
get out the best-looking results with the lowest 
possible effort. He’ll bring you the finest in 
ribbons and carbon papers and supplies for 
all kinds of office machines. 


ROY TYPE... carson papers, ribbons... 


Produ of Royal McBee Corporation 


quality supplies for all business machines 
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ASK THE EXPERTS, 4 
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ON THE COVER: To wear on the ski slope 
jor a fthe in the country, or even by 

the fre—an orlon sweater 

of great good looks. It’s red 

black/white color combination 

makes a bright splash any 

where. By Sidney Gould. Sizes 


34-40. Price about $11. 
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wsible, enclose an address label from a recent issue of the magazine. Please 


allow one month for change to become effective. 


Postmaster: Please send form 3579 to Today's Secretary, 330 W. 42 St., New 
York 36, N.Y 














$100 


PLUS 10 
for SHIPPING 






Secretaries enthusiastically endorse these 
special wallet size application photos with 
free sample resume and instructions. 

Many report new opportunities and em- 
ployment. Wallets are used for applica- 
tions, gifts to relatives, as favorite photo 
for family, friends and identification. 


Made from favorite portrait. photo or well- 
posed snapshot (original returned un- 
harmed). Wallets with or without free 
resume. Sizes 21, x 314 on special wallet 


paper the newest quality and finish. 







WITH FREE 
SAMPLE RESUME 


You'll love your pictures or money returned. 


APPLICATION PHOTOS (Division of PAL PICTURES) 
Dept. 104, Box 271, Salem, Massachusetts 


We enclose portrait, phoro or snapshot and $ 

Please ship||_| 20 wallet photos and free sample resume 

as checked of 1 pose, for $1.00 plus 10c shipping 
25 wallet photos of 1 pose (no sample resume), 
for $1.00 plus 10c shipping. 


Sample resumes separately at 25c each. 


























NAME i : = 
ADDRESS ae 
CITY ZONE STATE = - 
Save Mose Wl Eye SU-550 
} 1 Theory album (Gregg); 
correlated with first 
54 Simplified lessons. 
2 Album case & 9 records 
3 Nonbreakable—45 r.p.m. 
4 Shorthand folders 
5 Complete album—only 
$8.50 net, plus 35¢ 
postage. 
$U-560 
1 60WPM—11OWPM 
2 Album case & 5 
rs records 
C amtrotiest yore . 3 Nonbreakable—45 
= r.p.m. 
4 Shorthand folders 
} 5 Complete album—only 
- $5.75 net, plus 35¢ 
ITE-LINE copyvuoiper = — 
c $U-570 
° bg FO 1 110WPM—160WPM 
e [ ct 2 Album case & 5 
a “Tagen Wivrtation fo records 
e fr CY ADVANCED Sprot Boibbine 3 Nonbreakable—45 
Pe Zz —s r.p.m. 
i  s eal 7 } 4 Shorthand folders 
ee ka” aa , 5 Complete album—only 
i & a F ioe = = $5.75 net, plus 35¢ 
i . - postage. 
ee Ves sy a 
& $U-580 
ae 160—210WPM 
Send for FREE Booklet describing ve ce 8 S 
records 
RITE-LINE COPYHOLDER Nonbreakable—45 
r.p.m. 
f—-MAIL COUPON TODAY-~—~“ Shorthand folders 
RITE-LINE CORP. | Complete album—only 
5.75 net, pl 
4209 39th St.,N.W., Washington 16,D.C. | — 
| Please send me a free copy of your Folder. | 
1 sensi ALLIED PUBLISHERS, INC. 
| Address 7 4832 N. LINCOLN AVENUE CENTRAL BUILDING 
P Chicago 25, Illinois Portland 5, Oregon 
Cit 
in aks can eae ae ee Oe el 
{ 


Ask the 
kxperts ... 


| 








Q. The principal of my town’s high schoo 
ty f 
iwked me. as secretary ot the PT 1 group. to 
write a “get ae quainte d” le tter to tea he rs 


and parents. Since / composed and typed 


| the letter. would it be correct tor hoth oul 
, 

| signatures to appear on it 2? Or should onl) 

| the prin pals signature appear 7 


f. As a secretary's duties include han- 

dling correspondence. 1 would be entire- 

ly appropriate for your name as well as 

the principal's to appear on the letter you 

mention. The names could be placed 

either side by side or one under the other. 
each being accompanied by the title. 

Should the principal. however, prefei 

| to issue the invitation in his name only, 


he would be entirely correct in doing so. 


Q. Recently. a fellow worker in our office 
lad that the verb for a condition contra 
fo tact should he was in the followir & ser 
tence: | wish it was Friday. Formerly. t 
correct verb would have been were. Has this 


ruling bee n chang d? 


: The sentence that vou quote ex- 


presses a wish and also a condition that ts 
contrary to fact. In such constructions tne 
standard rule has long been to use the 
subjunctive mood (which is the form ww 
in your sentence). In recent years. as \ol 
have noted. there has been a tendency to 
use was in such sentences as vours. This is 
especially true in informal and colloqu : 
use. Irregardless. it is much safer to 
choose the standard were. 


4G gg | 


a) i] work fora la ge company that has 
gs : ; 
home office in Chicago. and I often have 
write letters to pe rsonnel who work 
, . “ 
branch offices in other cities. H ould it be 
correct to use the memorandum form. or 
should I type the letter on our regular sta- 


tionery 7 





{. Even though memorandum forms are 


provided by a company. the writer may 


| wish to impart a more personal tone to his 


FODAY’S SECRETARY 








Business English ..... E. Lillian Hutchinson 
Secretarial Practice .. Madeline S. Strony 


Business Law ......... R. Robert Rosenberg 
Bookkeeping ........ J Marshall Hanna 
Typewriting .......... Alan C. Lloyd 
Business Arithmetic ..Vivian W. Kline 
SHAT | a isisciscs:s Charles E. Zoubek 
FR. cecdcestsnoncal V. Mae Sawyer 





letter than that which results from the 
very impersonal memorandum form. This 
form is usually reserved for routine or 
instructional use. 

Rank would have no bearing on the 
matter. The president of a company, for 
example, would very likely use the memo- 
randum form to announce a change in 
policy or for some such detail. The memo- 
randum form is not correct for letters to 
those outside the organization, however. 


Q. Please explain why it is always said 
that a certain letter was written “under 
when it was really written 
over a signature. 


my signature,” 


A. The expression “under my signa- 
ture” is an idiom in which under implies 
“with the authorization of.” If, however, 
the idea of position is considered to be 
more important, over may be used. 


Q. In preparing our schvol bulletin, the 
question arose as to how a married woman’s 
name should be listed. Should it appear as 
Mrs. Mary Green Davis, or should her hus- 
band’s initials be used (Mrs. L. C. Davis) ? 


A. The form in which a name appears 
in a catalogue or on a program depends 
on the person’s preference. Many women 
who achieved their professional standing 
under their maiden names prefer to use 
the form Mrs. Mary Green Davis. It 
would be correct, however, to use the 


form Mrs. L. C. Davis. 


Q. Is it still considered improper to begin 
a letter with 1? 


A, Formerly, letter writers attempted to 
avoid starting letters with / because it was 
considered an indication of conceit. In 
reality, however, it is much better to 
frame a normal sentence than to strive to 
subordinate the pronoun and thus write an 
awkward, forced sentence. A conceited 
person will reveal that trait in other ways 
than just by starting a sentence with /, 
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The “Thermo-Fax” Copying panna 


...it’s the simplest way to copy-—try it! 


Here’s what your boss needs for your office—a Thermo-Fax Copying 
Machine. It will save him time and money while it saves you time 
and trouble. Gives you copies in 4 seconds for as little as 5¢ each of 
letters, memos, clippings, any forms you must retype or duplicate. 


It’s the world’s fastest and simplest way to make copies. 


Exclusive 


All-Electric process uses no chemicals or negatives. It’s quick, clean— 
completely dry. Send coupon below for details and free copy of new 
book on business communications. Or call your dealer for a practical 


free demonstration in your own Office. 


MINNESOTA MINING AND MANUFACTURING COMPANY 


where RESEARCH is the key to tomorrow 


enooucr Op 
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¢ 
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gthermo-Fax 


COPYING PRODUCTS 






\ 
Qi 








IN 4 SECONDS 


Minnesota Mining & Manufacturing Co. 
Dept. QF-18, St. Paul 6, Minnesota 


Send full details on the dry process THERMO-FAX “Secretary”? Copying Machine 
and my free copy of your new book, Better Business Communications. 





Name 





Company 





Address 





City Zone State 





“Thermo-Fax”’ and “Secretary”’ are 3M Company trademarks 
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AW. Faser GRASERSTIK 





With brush 20¢ Without brush 10¢ 


7099 and 7099B gray all-utility 
ERASERSTIK for pencil, ink or 


GISEVEE) 7099R 


ee 


She has a right to be 
work. 
Her better-paying job 
didn’t just happen by 
accident. She prepared 
practicing 
competent short hand 
and typing—PLUS the 
consistent use of her 


proud of her 


for it by 


A.W.FABER 
ERASERSTIK 


With 


Stationers today. 


Which point 
do you prefer? 
MEDIUM or AVERAGE 
THIN or BLUNT 
ERASERSTIK gives 
you your choice 


Point it with any 
mechanical or hand 
sharpener. 


Rah) ai 


this pencil- 
shaped, white-polished 
beauty you erase with- 
out a trace. Whoosh— 
mistakes disappear as 
you remove a single 
letter without blurring 
surrounding letters. 
Pick up a few at your 


Leow RR ar aR RENN 


eae 


RC RERRREIE SRE IONE oo 


ee 


-AW.FABER &RASER 





eben singe 


V.S.A.7066 


OR ORIGINALS 





TIK 


omnenem (f 


typewriting. 


7066 and 7066B for those who 
prefer « soft, red typewriter eraser. 


AW. Faber-Castell 


6 


Bn ot 


TIK 








Pencil Co., Newark 3, N. J. 





The Value of Accuracy....An expensive error was made 
recently by a Midwestern stenographer who typed a 


"3" instead of a "5" and cut $200,000 from a contract 
bid her company was submitting. The firm is now 
faced with three possibilities--doing the job ata 
loss, forfeiting a $37,000 performance bond, or 
taking the matter to court. 


Executive Monkeys....Recent tests at Walter Reed 

Army Institute of Research strengthened the idea 
that ulcers rise out of situations of emotional con- 
flict. Executive monkeys--those having to make 
decisions involving themselves and others--developed 
ulcers in an experiment forcing them to be constantly 
alert, while their nonexecutive companions, who had 
only to sit and take it, remained free of any 
Symptoms at all. 


Clerical Salaries Rise....Results of the Office 
Executives Association's survey of salaries in New 
York City revealed that the white collar worker's 
paycheck has zoomed 71 per cent in the past ten years, 
while the factory worker's wage went up only 65 per 
cent. The clerical paycheck is further fattened by a 
marked decrease in the standard work week, overtime 
pay, and so-called "fringe benefits" (which have been 
estimated to amount to a conservative $10 a week per 
employee). The rapid increase is attributed to the 
severe shortage of office workers during this period. 


Sketch of a Secretary....A recent article in This 

Week summed up the Status of today’s secretary-- 
called her the leading lady of business, courted by 
personnel departments with everything from a private 
country club to a college education. She's getting 
more money and responsibility, is no longer con- 
Sidered simply a “machine operator" skilled in 
dictation, but is accepted as a member of the execu- 
tive's staff and often is called upon to make decisions 
in administrative matters. 


BOOKKEEPING ROBOTS capable of performing the majority 
of clerical work in all kinds of billing and paying 
operations have been developed by a Chicago company 
---eOFFICE FURNITURE MANUFACTURERS note a 52 per 
cent rate of growth between 1954 and 1956 (as 
compared with a 15 per cent expansion in the National 
economy for the same period) with a dramatic resur- 
gence of interest in wood....SECRETARIES, SINGLE 
ONLY, are being Sought by the International Co- 
operation Administration for two-year tours of duty 
in the Middle and Far East, at salaries from $5,000 
to $7,000. 
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VIEWS FROM THE FRONT OFFICE 
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Co-operation 


A monthly column featuring top executives’ 


views on various office situations. 


JAMES M. CLARK, Personnel Relations Administrator. 


CATHERINE R. READY, Assistant Director 


RAY JOSEPHS 


ALTHOUGH SKILLS and common sense 
are indispensable for a successful busi- 
ness career. Catherine R. Ready. assistant 
director of the educational-service de- 
partment of her company. points out that 
“at Bristol-Myers. co-operation is con- 
sidered such a vital employee quality 
that it is one of the factors on which 
secretaries are rated for salary increases.” 

James M. Clark. personnel relations 


Tele- 


phone and Telegraph Company. further 


administrator at the American 


defines the reasons for co-operating 
with fellow workers by saying. “If she 
is wise and wishes to advance. a secre- 
tary will always offer to help other 
members of the staff whenever she can. 
In this way. she will learn other facets 
of the business and. in direct proportion, 
will become increasingly more valuable 


Lo her boss.” 


ONE OF THE BEST WAYS to show a will- 
ingness to co-operate is in the attitude 
the secretary takes toward the work of 
others in relation to her own job. She 
should always keep the larger team aspect 
of the business in mind. “It’s essential 
for her to make others feel that she 
works with—not against—them,” advises 
Ray Josephs, public-relations consultant. 
“Otherwise, she will find that not only 
will she lose friends and prestige. but 
she will also give the impression of avoid- 
ing rather than attempting to gain more 
responsibilities.” 

The panel members all agree that 
another way to foster a co-operative at- 
mosphere of working together is to be 
agreeable when others want help. Cather- 
ine Ready, in particular, reports this 
story, as told to her by an executive. 

“A fellow worker had a quicksilver 


nature. 


On some days he said ‘Good 


morning to everyone and was a pleasant 
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{merican Telephone and Telegraph ( ompany 


Educational Service Department. Bristol-Myers Company 


futhor and Public Relations Consultant 


ofhice associate. On other mornings. he 
was grumpy, angry, and rude. His fellow 
workers never knew if he was going to say 


‘Good 


morning or completely ignore 


them. So, the obvious happened—every- 
one ignored him.” 

This man’s coworkers were afraid to 
ask him for help and afraid to ask if 
they might help him—all because they 
did not know which way they might be 
greeted! 

On the hand, the 


should show the proper attitude when she 


other secretary 


asks others to help her. Ray Josephs 
says. “By approaching people with a 
skeptical or critical attitude, the secretary 
will put them on the defensive. and they 
will draw back into their shells. If she 
approaches them in a courteous and posi- 
tive manner. she will make friends.” 

But the spirit of co-operation is not to 
be developed by attitude alone. Action 
counts, too. A secretary should not wait 
to be asked if she will help others, this 
When 


she senses that there is an area where 


month's executive panel affirms. 


her services would be valuable. she 
should offer to do a little extra work. 
Of course, common courtesy demands 
that she first check with her boss to de- 
termine whether or not he has any work 
for her. Perhaps just at the moment she 
leaves her desk. after not having had a 
thing to do for half an hour. her boss 
will want an important rush letter typed. 


If the boss has work for her, she 


must 
realize that it must be done first. 
“A good secretary is also a good 


manager who has the ability to appreci- 
ate the importance and timeliness of her 
separate responsibilities,” James 
Clark. “She should always be aware of 


states 


her boss’ dependence on her, and she 
must organize her job and time to merit 
this dependence.” 
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Clean Hands gently removes 
stubborn office stains—including 
hectograph dye—without resorting to 
harsh abrasives and strong solvents 

. ends “‘chemical hands” and 
cracked cuticles. Ends scrubbing, 
too! Simply massage in Clean 
Hands and wipe away with facial 
tissue. Your hands will have their 
fresh, early-morning look again! 
Apply Clean Hands before starting 
the office day. Then annoying 
stains can’t set. Grimiest grime 
disappears effortlessly. Happy 
hands are here again! 


free sample 


Get this handsome purse-size 
sample! Fill in coupon and 
mail with your company 
letterhead 
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e 
t has such a nice way with words... 








he new, brilliant-action ROYAL! 


Never before has it been possible to get such impec- 
cable typing results with such speed and ease. And 
that spells time and energy saved in any language. 

The new brilliant-action Royal sails through 
toughest typing jobs in a breeze—turns out crisp, 
book-like letters you’ll be proud to hand the boss. 

The secret? A battery of really practical conven- 
ience features and engineering advances from a 
company renowned for typewriting know-how. 

So why let old-fashioned typewriters plague your 
life when those antique models are worth so much 
in trade on new Royals. 


Tell the boss to call the Royal man for a demon- 
stration and free trial. See how the amazing new 
Royal sets a new standard for standards. 


G YAL standard 
Product of Royal McBee Corporation, 


world’s largest manufacturer of typewriters 
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Only Royal offers Twin-Pak, 
the instant-changing ribbon 
that hands never touch, you 
never have to wind. 
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_ THE TIME COMES to 
| k a title for 


ick a an article, 
there is usually much confusion. 
A phrase is turned (sometimes 
not so neatly). a pun is made, 
an alliterative series of words is 
put forward. One person suggests 
a title that’s too provocative, anoth- 
er comes forth with an idea that 
just lacks “zing.” It’s only after a 
great deal of thought that the final 


New design in the making? Paul McCobb talks: Barbara takes notes. 


choice good or bad is made. 
But after interviewing Barbara 
Hurst. one impression and one 


phrase stand out—‘I have the best 
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job in New York,” she says; and the statement is made 


with such enthusiasm, such conviction that you know she 


really means it. 

Hence. what better title could we have than the exact 
words of a girl who loves her job. 

Just what makes hers the “best job”? For Barbara. 
two things: a boss who’s nice to work for, fun to work 
with; the surroundings and atmosphere that combine the 
best of today with the promise of tomorrow. 

Barbara’s boss is Paul MeCobb. a leader in the field 
of industrial design. Furniture bearing a “By McCobb” 
tag has appeared on “best-looking” lists and in best- 
looking homes across the country. The distinctive Me- 


Cobb touch—it’s a blend of clean lines, symmetrical 


beauty, and a very contemporary look—is also to be 


found in ceramics, china, glassware, and industrial 
products. 

“For a girl who likes French Provincial or who aspires 
to a room in Early American.” Barbara laughs. “this 
job might prove ghastly. But me—I love contemporary 
design. and I’m right in the middle of it here.” 

“Contemporary” is certainly the word for the offices. 
They have a spacious. uncluttered look that’s enhanced 
by white walls. splashes of bright color in fabrics and ac- 
cessories, sliding screens that hide such utilitarian items 
as supply cabinets. The furniture—by MeCobb. of course 

features drawerless desks that are perfectly planned 
areas of work space (drawers are on a shelf behind the 
desk). chairs that curve like welcoming arms, hanging 
lights of pearly glass or gleaming brass. a bookrack that 
looks vaguely like a tree, its branches bearing books in- 
stead of leaves. 

Everything is aesthetically pleasing to the eye, yet it’s 
practical and comfortable, too. “That’s the secret of 
good design.” Barbara reports; then she adds, “We often 
act as guinea pigs—testing a piece of furniture for looks 
and comfort and giving our candid opinions on it. Mr. 
MeCobb is terrific that way. And down in the design 
room they come close to tearing a chair apart in their 
quest for perfection.” 

Perhaps it’s the attractive setting that’s partly respon- 
sil:le for the turning out of an amazing amount of work 
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and ideas in an unhurried atmosphere. Or maybe it’s 


Paul McCobb’s easy-going manner, one that belies his 
jet-propelled nature. For between conferences, phone 
calls, business trips, dictation, budgets—all the usual 
accoutrements of a business executive—he must function 
as a creator, too. New ideas, frequent ideas are a neces- 
sity in this competitive field. 

“Somehow he manages to do both, although where he 
gets the time. I don’t know.” 

This from Barbara who, as his secretary, is expected 
to keep up with him—on the business side, anyway. But, 
she confesses, he makes it easy for her. 

Here is a boss who answers many letters by phone. 
So while Barbara takes dictation on some mail and an- 
swers routine queries herself, her “Letters to be Tran- 
scribed” pile is never as high as those of certain harried 
secretaries we could mention. Then. in addition, incom- 
ing phone calls are screened by the receptionist. Mr. 
MecCobb gets his own calls directly; Barbara gets only 
personal calls or those that involve work that she may be 
handling. This means that she has time to devote to other 
jobs. 

She may type reports and letters, make reservations 
for an on-the-go boss (he’s away an average of two days 
out of five. visiting dealers, factories. stores, etc.), or set 
up appointments. Mrs. McCobb, a designer of note her- 
self, may send her out to pick up fabric samples; one 
of the young staff designers may want her help with a 
blueprint; another may want her opinion on a recent 
magazine article dealing with furniture trends. 

“I always have plenty to do—but it’s hard to put into 
words just how you spend the day. I can generally work 
at my own pace, but that can be a rapid one from the 
time I arrive in the morning until I leave at night.” 

Barbara gets to work at nine, spends the next hour 
checking the mail and, in general, getting ready for her 
boss’ arrival at ten. “There’s usually a line-up at his 
door, so I have to plan on getting in first—otherwise I 
might not get in at all.” 

In the afternoons—those when Mr. McCobb isn’t in— 
Barbara turns bookkeeper, a task that, oddly enough, she 


likes. She picked up the “how- (Continued on page 43) 
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Pharmaceutical Terms in GREGG SIMPLIFIED 


acetone 


acetylsalicylic acid 


aconite 


adhesive tape 


aerosol bomb 


albumin 


alkaline 
allergy 


ammonia 


amphetamine 


ampul 
anesthetic 


antibiotic 


anticoagulant 


antidote 
antihistamine 


antiseptic 
apothecary 


aromatic 


arsenical 


aspirin 
astringent 


atomizer 


atropine 


autoclave 
bacitracin 


bandage 
barbiturate 


belladonna 
biologicals 


bismuth 
boric acid 


botanicals 
bromide 


buty! alcohol 
caffeine 


calamine lotion 
camphorated 


capsulation 
cascara sagrada 


castor oil 


catarrh 


catheter 
centrifuge 


chemotherapy 
chlorine 


chloroform 
codeine 


cod-liver oil 


olloidal 
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Compiled for Today’s Secretary by Josephine Schwarzapel 


cortisone 
cosmetician 


deleterious drugs 
denatured alcohol 


dentifrices 


deodorant 


wf 
depilatory Je? 
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AS 


dextran 
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Cx pp 


diabetic 
diarrhea 


dietetic 
digitalis 
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dispensatory 


distillation 
dysentery Pe 


eczema 
edema 


effervescent 


elixir ?, 


emollient —<_ > 


emulsion 


enzyme oi 
epinephrine P 


ergot 
estrogen 


ethicals 
eucalyptus 


expectorant 
filter 


flavoring agents 
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formulary 
fractionation 


fungicide 
galenical 


gamma globulin 


gelatin Z 


generic name 
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geriatrics 

germicide “3 SB 
glucose Saal 
glycerin saad , 
granulate ~—t 
hematinic 


hemoglobin 


heparin 
hepatitis 


histamine Y 
hormone 
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hydrogen peroxide 
hypnotic 


inflammation 


injectable 


insecticide 
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morphine 
mortars and pestles 


motion sickness 


mustard plaster 


naphthalene 
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Pie 
narcotic * aw 
nubulizer 
nicotinic 


nitroglycerin 
nux vomica 
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oxygenator 
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parenteral 

penicillin 
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permeable 2 C 7 
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petrolatum 
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Help Prepare a Business Release 


BY 


(Number Five of a monthly series on how to handle special, once-in-a-while jobs 


pages in your own “Hou 


@ Unless you work on a newspaper or 
magazine or in public relations or adver- 
tising, you probably have only the fog- 
siest notion of what is meant by a “re- 
lease” —and even less of an idea on how 
to prepare one. But the day may come 
when your employer asks you to help 
him with this job. 


Without 


release is 


resorting to faney words. a 


a story about the products. 
plans, accomplishments. or personnel ef 
vour firm. It is sent to newspapers and 
business or trade publications in hopes 
that they will print it—thereby gaining 


for your company that modern magic, 


“publicity.” This in turn will gain for 


the company added prestige. business, 


and new customers. 


Obviously, this is a desirable com- 


modity to acquire. and there are many 


occasions when every business must 


so that the world 


the exact location of that bet- 


“blow its own horn” 
can know 
ter mousetrap. 

In preparing a release. certain basic 
rules must be understood and observed, 
and it will help you if you know what 
your boss is trying to accomplish when 
he sets out to publicize some aspect of 
the business. For future reference: 
PHYSICAL PREPARATION: The format of a 
release is tremendously important. since 
clarity and ease of reading are prerequi- 
sites for a busy editor. Be sure all copy 
is legible—typed, mimeographed, or 


These 


are difficult to read, may lead to errors, 


printed. Do not send carbons! 


or worse yet, tempt the editor to toss 
them away. 

Typing should be double spaced with 
wide margins all around. 


Be sure to include in the upper left- 
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PEGGY NORTON 


To” file and send us your requests for topics to be discussed in future 


hand corner of the page a “From” block 


with the name of the 


company name. 
executive who may be called for further 
details. address. and phone number. 
Always date the release in some way 
either noting the date inconspicuously 
in the upper right-hand corner or. if the 
story must be used on a certain day, 
heading the copy with the words “For 
Release: Monday, January 13, 1958." or 
whatever the date may be. 
CONTENTS: 


Writing the release is gener- 


ally a job for vour boss. but it won't do 
anv harm if you are 


draft it. 


prepared to help 


All editors are looking for a good, 
concise lead paragraph or two which will 


° 2. 3 order. No 


fancy writing, superfluous adjectives, or 


give them the facts in | 


unrealistic claims—it must not sound 
like advertising copy! 

Don't assume the editor knows what 
you are talking about. Your release must 
include the company name and address, 
full names and titles of individuals men- 
tioned, all pertinent facts such as dates, 
locations, prices, sizes, and other de- 
scriptions where necessary. 

Every release should carry some sim- 
ple, factual headline such as, “Joe Smith 
Named President of \YZ Company” or 
“ABC Corporation Announces Expansion 


compose his own headline once he has 


Plans.” editor will undoubtedly 
read, edited, and approved the release. 
Yours merely tells him what the story 
is about and what department should 
receive it. 

If you take 


business and financial pages of the daily 


a few minutes to read the 


papers, you will note certain basic forms 


in different types of stories. Appoint- 


ROLLASON 


Suggestion 


Keep these 


issues.) 


ments are brief statements of fact. “Joe 
Smith has been elected president of the 
XYZ Company it was announced today 
by John Jones, chairman of the board.” 
Then it will list Joe’s previous positions. 
tell whom he replaces, where he will be 
working, and when he will take office. 

The expansion or building story men 
tions the new territory into which the 
company is moving. what they are plan 
ning or building, how much they are 
spending, when they expect to have the 
new operation working, what firms (ar 
chitects, realtor, etc.) are helping them 
and generally includes a brief statement 
of company history, size, and the vol- 
ume of business. 

The financial report (dividend notice. 
quarterly, semi-annual, or annual report) 
confines itself to the figures in hand for 
this vear and last year and sometimes 
forecasts a future period. 

There may be times when your boss 
wants to send along more detailed infor- 
mation about the company on the chance 
that the editor will be sufficiently in 
trigued to investigate the story furthet 
and perhaps do a special feature. In 
such cases, stick to the initial brief re 
lease and add another page or two as 
“Fact Sheets.” This material, too, must 


have complete source identification. 


ENCLOSURES: These vary, of course, a 
cording to the type of story but gener 
ally the fewer, the better. 

There is a difference of opinion in the 
matter of sending covering letters. Some 
hold that its a 


waste of time, stationery, and effort to 


public-relations men 


write them—the editor will use the story 


if its good and fits his requirements: 
(Continued on page 40) 
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by KAY BUTNER ZIMMERER 


PFRYHERE USED TO BE a fairly common belief—par- 

ticularly prevalent among females of the younger 
variety—that a job was only a temporary gap between 
graduation and marriage. And in previous years such 
was the case. When a girl got married, she gave up 
her business career and adopted another—that of house- 
wife—forevermore. 

But times have changed. Women now comprise one- 
third of our working force; and the feminine ranks in- 
clude not only “gay, young things,” but also mature 
women and wives. Employers have gone along with the 
trend—-have pushed it, in fact—for many women have 
proved that they can successfully handle a job and a home. 

There are many reasons why a married woman 
works. Money, of course, is one of the biggest—a pay- 
check is a mighty attractive inducement. A “newlywed” 
may continue on the job because she and her husband 
need the money—for his tuition. for furniture, for a 
nest egg. A young wife may take a job because, in 
these days of high taxes and higher prices, one income 
just isn't enough to keep her family in comfort. An 
older woman, whose children are in their teens, may 
want to save money for their college education. 

A girl may work simply because she likes her job 
and cannot find the same sense of satisfaction in “being 
home all day.” Another may have received professional 
training and feel that she should put it to use. Some 
women return to work for an immediate need and find 
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CAREERS AND ) 


that they keep getting better jobs and better pay. Be- 
fore they know it. they're career women! There are a 
surprising number of women, too, who are left to sup- 
port their children alone. And then there are women 
who leave work to raise a family but who return to 
their jobs when their children no longer require con- 
stant care. “It beats playing bridge all day,” one secre- 
tary reports. 


WHATEVER FER REASON for working. the married girl 
has the same responsibilities and obligations to her job 
and employer as the single girl. In addition, she often 
has to work harder in an attempt to prove to her boss 
that she is conscientious and capable, that she in- 
tends staying on the job for a while or forever. Promo- 
tions and raises can be somewhat slow in coming to the 
married secretary, since a number of employers still 
have the feeling that “she’s married—can’t depend on 
her—she won't be around for long.” 

Oddly enough, it’s the married girl herself who's 
responsible for this attitude. Not the conscientious girl 
who devotes her business hours to work. Rather it’s the 
girl who accepts a promotion involving many depart- 
ment changes and then quits three months later—just 
as she had known she would all along; the girl who’s 
out of the office more than she’s in because the new 
chair is coming or the plumbing has gone haywire or 


the baby’s crying; the girl who spends her morning 
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) MARRIAGE 


calling the grocer, the cleaner, the painter. These are 
the culprits who cause employers to look askance at mar- 
ried applicants, the culprits who make things difficult for 
their fellow working wives. 

For single girls can be undependable, too. They can 
find just as many weak excuses to keep them away from 
the job. They. too. may suddenly resign or may spend 
hours chatting on the phone rather than concentrating 
on the work at hand. But when the married girl does 
these things. the boss is inclined to blame it on the fact 
that she’s married. 

Combining marriage and a job calls for a little self- 
appraisal. How strong are you physically? Can you 
tackle two jobs at the same time and do justice to both? 
Will your husband understand the demands made upon 
you? Will your job help or hinder your marriage? Will 
you undertake a job or a career? 

If you are an engaged girl, you and your fiancé will 
undoubtedly spend many hours discussing the merits 
of a house vs. an apartment, the city vs. the suburbs, 
Early American vs. Modern. So. too, should you discuss 
your plans for working after marriage. The kind of life 
you want to spend together will affect the type of job 
you can handle. 


lk YOU WANT TO BE THE GIRL who gets home early every 
night. cooks special meals. acts as an interior decorator, 


then you will probably need a nine-to-five job with a 
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minimum of responsibility. There are many jobs of 
this nature; they are not necessarily the highest paying, 
but they will provide you with a big enough salary to 
take care of your needs. You will be able to leave a job 
of this type at the office at five o'clock and swing right 
into domesticity without too much exhaustion or fatigue. 

A note of warning: if prior to your marriage you had 
a challenging job and plan to switch to a simple nine-to- 
five routine, you may have to do a little selling in order 
to convince a potential employer that your needs and 
work interests have changed. 

Many women. however, have “career” jobs and keep 
right on with them after they're married. They organize 
both their homes and jobs at maximum efficiency. The 
use of outside help and agencies—cleaning women. 
cooks, delivery service. frozen foods. etc.-allow time 
for the extra demands that the job makes. 

If you have a demanding job, you may find it neces- 
sary to take work home in the evening, eat out more 
often than the average couple. give up the idea of making 
curtains and slip covers yourself. You will probably be 
a lot more tired than the wife who leaves her job at the 
office. But as long as your husband realizes these pos- 
sibilities beforehand, as long as you’re not endangering 
your health, as long as you don’t find yourself skimping 
on the job and, worse, on your marriage, go ahead. 
Your husband may not have you home all the time 
but chances are that he will have an interesting and 
happy wife. 


Ir THE TIME COMES when you can visualize leaving a 
career job. make preparations well ahead of time. There 
may be someone—in the same department or working 
directly for you--who would be the logical successor 
for your job. Start training her early, giving her in- 
creased work and responsibility to see how she handles 
them. Such a program may take some time, but it’s 
always wise to have a good “second man” on your staff. 
It’s an ace in the hole for emergencies, a good reflection 
of your own ability to think ahead. 

Be honest with your boss. Let him know in advance 
just what your plans are, approximately how long you'll 
be staying. Naturally. any plans may be subject to 
change; your boss will be conditioned to accept such 
changes with equanimity. 

Whether you work and how long you work after you 
are married are very personal matters. I’m old-fashioned 
enough to believe that a successful marriage is more 
important than any paycheck, that being a successful 
wife is more important than attempting to juggle two 
careers at the same time. If you can’t do both, con- 
centrate on the marriage. But with a little planning and 
understanding, you will probably be able to combine 
the two—to your own advantage. 

When and while you work, do a good job. You will 
be gaining experience that you may put to good use at 
some future time, even though you can’t realize it at 
the moment. It’s nice to know that you are capable of 
doing a good job and earning a good salary when and 
if you choose. 
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®@ R.C. ALLEN @®© IBM @&® REMINGTON @© UNDERWOOD @ 
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FOR TYPEWRITERS ONLY 
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DEJUR-TRIUMPH t OLIVETTI 


BY BARBARA HABLEY 


® xtra! The basic black dress in your wardrobe—the rouline typing assignments. The distinct, even impres- 


one that can be brightened up with a pin or scarf—has sions made from carbon ribbon make it ideal for (a) 








nothing over your office manual or electric typewriter. 
for your typewriter can have its own special “acces- 
sories,” too! Did you know, for example, that you can 
have a carbon-ribbon attachment put on an electric 
or manual or that you can purchase interchangeable 
type? 

In itself, a standard-model typewriter may be reg- 
ularly supplied with certain features you use for routine 
operations. But special attachments (or models) will 
simplify practically any difficult typing assignment. These 
“specialties” are available at extra cost—contact your 
dealer for information about his line of typewriters. 


CARBON-RIBBON ATTACHMENTS are becoming increasingly 
more popular and are available for both manual and 
electric typewriters. A machine operated with a carbon 
ribbon may often be switched to fabric-ribbon use at 
any time by simply breaking off the carbon ribbon—or 
rewinding it—and installing the fabric ribbon. (Car- 
hon-ribbon attachments must be factory-installed. ) 





The carbon ribbon is used only once—each typing 
stroke hits a fresh part of the ribbon. The imprint 
gives the impression and appearance of printed matter. 

Generally designed to produce impressive originals, 
with a few carbon copies, the carbon ribbon is meant to 
be used for important correspondence rather than for 
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directplate typing of multilith or offset duplicator mas- 
ters, and for (b) typing copy for photographic or photo- 
offset reproduction. 


DECIMAL TABULATION makes statistical typing fast and 
effortless. The need for backspacing in columnar tabu- 
lation is eliminated, for extra keys (usually located in 
a row above the keyboard) act as special tabular keys. 
Each key is designed to stop the carriage at a desig- 
nated number of spaces to the left of the decimal point. 
Without added backspacing or forward spacing, a col- 
umn of figures like these may be typed: 


9 


. — 
— 


-- 


co U 
wc 


‘ 
4 


—~ aN 
OO Nw 


iF 


QO 
fo. 


) 
yc 


2 
7 
7: 
2 


Co Ol 


1. 


The decimal tab feature is factory-installed and may 
be ordered for electric or manual typewriters. 


INTERCHANGEABLE TYPE provides unlimited selection of 
optional type characters and may also be obtained for 
both manual and electric typewriters. 

Any special characters that are required, such as 
Greek letters, chemical engineering symbols, trademarks. 
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and characters peculiar to an industry, may be used 


without sacrificing any of the alphabetic characters on 
the keyboard. Interchangeable type usually replaces 
lesser used characters and symbols. The type may be 
changed in the office by the typist. 


UNIQUE CLAMPS AND CYLINDERS have been designed for 
holding cards and other outsized matter in typing posi- 
tion. The various types include (a) fingers that permit 
typing on the bottom edge of a card without rolling it 
around the cylinder; (b) cylinders that grip the card 
by either the top or bottom edge; and {c) snap-on 
clamps for holding labels. 


CYLINDER RATCHETS that vary the vertical spacing of 
the machine are useful for several varieties of typing 
assignments. Through the use of the correct ratchet and 
cylinder, almost any required vertical spacing ('-line. 
1'4-line) can be furnished. 

Because triple spacing is seldom used, it is often re- 
placed with 1'-line spacing. This adjustment is valu- 
able for typing drafts, reports, and other lengthy matter. 


A PIN-FEED CYLINDER may replace the standard cylinde1 
to adapt a typewriter for the use of a control-punched 
form. Pins on the cylinder engage the holes in the form 
and “feed” it through the machine. All copies—carbons 
and originals—stay in perfect alignment. The pin-feed 
cylinder may be slipped onto the typewriter in the same 
manner as is any other interchangeable cylinder. 




















1. Nine-key decimal tabulation on the IBM electric automati 
cally spaces the carriage for typing columns of statistical figures 
Note the 20-inch carriage illustrated above—also available in 
12-, 16-, 24-, and 30-inch carriage lengths. 


2. Use carbon or fabric ribbon in this all-purpose Remington 
electric—it’s equipped for both. Carbon ribbon produces dis 
tinctive correspondence and is good for special typing jobs such 
as preparing copy for photographing or offset. 


3. Royal's “Systemswriter” electric is designed for payroll, a 
counts payable, and accounts receivable. Machine includes, in 
addition to regular features, a front feed for invoices and a 
trough for payroll checks—no hand posting necessary. 


4. Smith-Corona’s carbon-ribbon electric—truly a dual purpose 
machine. It's a quick and easy matter to change from fabric to 
carbon ribbon. The ribbon that is not being used is stored in its 
own spool on the machine. 


5. The automatic card-insertion cylinder (on the Underwood 
electric) is specially designed for insertion of punched card checks 
to be quickly aligned for any predetermined first line of writing 
and the left margin position. 


6. Ten-key decimal tabulation by Olivetti is standard equip- 
ment on the electric at no extra cost and is also available on 
the manual model. Decimal tab keys place the carriage at the 
desired position with a single typing operation. 


7. This Adler spirit carbon-ribbon attachment eliminates the 
need for special carbon when typing a spirit-duplicator master. 
rhe new attachment is provided on a special carriage. Type- 
writer is manufactured by Addo-X, Inc. 


8. It's wired for sound! The De-Jur-Triumph typewriter (a new 
arrival from Germany) makes complete operation of the dictating 
system a part of typing—keys on the keyboard start, stop, and 
hackspace the company’s Stenorette dictating machine. 
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“You hungry,” he said 


“| bring Katie’s good lasagna for you.” 
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BY E. LILLIAN HUTCHINSON (KEY TO TEASERS ON PAGE 47) 


words / can be teasers 


Planting the Last “Seed” 


To each of the following syllables, add the termination pronounced “seed” that will result in a cor- \ 
rectly spelled word. 


1. suc 2. con 3. re }. super oD. CX 6. pre 7. pro 8. inter 





Change the Meaning of These 


When capital letters. periods, or apostrophes are correctly inserted in each of these short words. the 
result indicates something quite different. Make the insertions and define all terms. 


l. ad 2. am 3. ark 1. bee 5. cod 6. do 7. he 8. ill 9. mar 10. wed 


Namesakes 


Many of the foods, plants. articles of clothing. and mechanical terms that we use daily are named for 
the person who developed or invented them. Do you know the fathers of the following items? 





|. A brilliant red apple. 6. A very bright light used in taking motion pictures. 
2. A unit of electrical power. 7. A type of internal-combustion engine in which crude 
3. A climbing shrub bearing large clusters of purplish oil is ignited. 
flowers. 8. A sensitive instrument for detecting the presence of 
}. A road built of layers of small broken stones with radioactive material. 
tar or asphalt. 9. A cotton fabric that has been treated to make it 
5. Milk in which the growth of certain bacteria has silky looking and stronger. B 
been checked by prolonged heat. 10. Two slices of bread with meat between them. 
ait 
Insert Those Hyphens 0 


Here are ten sentences containing expressions that may or may not require hyphens. Indicate those 
that should be hyphenated. 


1. We have reserved first class accommodations at all 6. The plan outlined above meets Mr. Atwood’s com- , 
the hotels. plete approval. 

2. The play was well acted. 7. That salesman surely presented a down at the heels 

3. | have a general checking account at the First appearance. 
National Bank in town. 8 He became a distinguished political writer. 

b. | am just leaving or a two weeks vacation. 9. Here is an example of letter perfect typing. 

5. Please be sure that the monograph is printed on 10. They are awaiting the Supreme Court decision on 
one of the high grade papers. that important case, 

What’s the Difference Between— 
|. A secretary and a secretariat? 3. Lineage and linage? 5. Columbia or Colombia? 
2. Rhythm and rhyme? 4. A podiatrist and a pediatrician? 6. Idle and idol? 


20 TODAY’S SECRETARY 











































































! Veu ) ear’s classic 
Tournament of Roses Parade 
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N NEW YEAR’S DAY, millions of people all over 

the country will watch with delight as the Queen 
and her court lead the beautiful Tournament of Roses 
parade through Pasadena. As the smiling girls pass by 
on their magnificent flowered floats, a young secretary 
will be sighing a sigh of accomplishment, pleasure, and 
relief. 

For Mary Ellen DeChanso will have been in the thick 
of the Tournament of Roses activities since early last 
October when preliminary tryouts were held. 

While most Californians wondered who were still “in 
the running” at each step of the eliminations—from 
2000 to 300, to 175, to 25, and finally, to the last magic 
number of 7—this young secretary, pretty enough her- 
self to be a member of the Royal Court, knew the 
answers. And it was to her that the excited aspirants, 
among them the seven who will be riding poised and 
victorious down Colorado Street, turned for informa- 
tion and advice. 

Members of the Royal Court are always chosen from 
the student body of Pasadena City College; and Mary 
Ellen, as secretary to Dr. Catherine Zz Robbins. academic 
administrative dean of the College. works right in the 
middle of the feverish (but fun) activity. 

The candidates are chosen by elimination; and selec- 
tions are made by numbers alone, as the judges do not 
know the girls by name. These numbers are taken to 
the College by the chairman of the selection committee. 
Then Mary Ellen takes over, posting the numbers on 
the bulletin board in her oflice for the first two tryouts, 


which cut the group to 175. 


FOLLOWING THESE TWO ELIMINATIONS, the girls check 
directly with Mary Ellen to see if they are still “in.” 

“That young lady has courage,” laughs Myron G. 
Thomas, businessman and chairman of the Tournament 
of Roses Queen selection committee for the 1956 and 
1957 courts. “I just headed the committee and took the 
results to her office. Then I ducked. She had to stay 
there while several hundred excited, young females at 
tacked the place to see where they stood. And she just 
smiled at them all, giving congratulations or sympathy. 
as the case demanded.” 

The girls invade the office in waves. “It’s unbeliev- 
able,” Mary Ellen recalls. eyes twinkling, “that so many 
can get in here at once. Ordinarily a half-dozen people 
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is a crowd. On the days the numbers are posted, 25 ata 
time is normal.” 

Even after the names have been checked, there is still 
no lull. A steady stream of announcements, bulletins. 
and reminders then begin to pour from Mary Ellen's 
typewriter. There are duplicated memoranda on what 
to wear for each tryout period. attendance and citizen- 
ship records, and many reminders to be sent to the girls. 

They rely heavily on her advice on dresses, shoes, 
coifflures—and she gives it happily to them all. “I 
learned the right things to tell them from the boss,” 
she admits. 

Even with the naming of the final seven—six prin- 
cesses and the Queen, late in November—there is no 
calm. Doctor Robbins and Mary Ellen now co-ordinate 
the College’s part in the many appearances made by 
the Queen and her court at service clubs. television 
shows, the College’s Royal Ball, and the traditional com- 
munity Coronation Ball. 

“Its a wonderful experience every year,” Mary Ellen 
says, “but I can’t really relax until about five o'clock 
on New Year's Day, when the Rose Bowl game is over 
and the Royal Court is just a group of pretty college 
girls again.” 

She doesn’t actually stop there, however. The coeds 
have found an understanding friend, and they are steady 
visitors to her office long after. 

\s big and important a job as co-ordinating the Tour- 
nament of Roses is, it is but a small fraction ©! the 
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fhove left. An efficient team—even 


n the midst of Tournament confusion 


Vary Ellen and Doctor Robbins. 


Right. Coded list of Royal candidates 
is turned over to Mary Ellen. 


Left. A 1957 princess turns in a smile 
of thanks along with her eligibility card. 


business carried on tie vear round in the busy. ollice 
of one of the nation’s leading junior colleges. Among 
the many activities Doctor Robbins handles are cur- 
riculum development, textbook adaptations, and _ the 
planning and publishing of an annual 300-page college 
catalogue. “We work side by side, as two deans or as two 
secretaries,” says Doctor Robbins. 

Despite her busy day, 8:00 to 4:30, with a half hour 
for lunch, Mary Ellen has time to be enthusiastic about 
her many other interests. She supervises two courses in 
Office Experience and Secretarial Practice for coeds 
majoring in secretarial work. At night she takes courses 
herself—working toward her Certified Professional Sec- 
retary tests. 

Mary Ellen also spends as much time as she can at 
home with her husband, Lee, and their dachshund, 
Susie. In true California tradition, the DeChansos have 
a beautiful swimming pool in their back yard. 

Her job is wonderful, Mary Ellen assures us. “There 
is never a dull moment, and I feel everything we do 
is important—to the college and the community.” 

Mary Ellen can think of only one problem connected 
with her work. (She confided it with mock seriousness. ) 
“I try very hard to dress as a secretary should, but 
among these young coeds, I find it very tempting to 
adopt their latest collegiate fashions.” 

Otherwise, Mary Ellen has no complaints about her 
role as court favorite and confidante to some of the 
prettiest members of royalty anywhere. 
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NE OF THE GREATEST honors and 

responsibilities a secretary can have 
is managing her boss’ checking account. 
No matter what kind it is—personal or 
business—managing a checking account 
(your own included) requires some- 
thing more than doing it with the little 
finger of your left hand. 

Although millions of people in the 
United States write billions of checks 
totaling trillions of dollars, there are 
still some people who are not fully 
aware of the proper procedures for writ- 
ing checks and handling accounts. If 
you can answer all of these true-or- 
false questions correctly, you're a real 
pro! 

(All answers in this quiz cover what 
would happen in normal circumstances. 
There are complicated exceptions that 


we ll bypass.) 


1. A bank will honor checks dated on a 
Sunday or holiday. 


True. False... 


2. The best way to write a check is to 
fill out the check first and then fill out 
the stub. 


— ———— 


3. An undated check is valid. 


eh ieee 


1. If a check is made out to you and you 
deposit it to your account, it need not 
be endorsed, 

True______ False 


5. When a check is endorsed by the 
depositor, “Pay to the order of the Blank 
Bank for deposit only,” the endorsement 
may be typed or stamped. 
_ False 
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6. “To reconcile” an account means to 

notify the bank that it has made a mis- 

take on your statement. 
el 


7. A bank is not obligated to pay a cus- 
tomer’s check if there is not enough 
money in his checking account to cover 
the check. 

True__ False 


8. If your account is active, the balance 
in your account as listed on your bank 
statement will seldom agree with the 
balance in your checkbook. 

True. False_ — 
9. A bank never honors a check if the 
figures and written amount differ from 
each other. 

a ee 


10. If you make a mistake and correct 
it on the face of a check, the check is 
invalid. 

True_ FR cic 
11. You should be careful not to draw a 
check against “uncollected funds.” 

True. —> 
12. When you lose your checkbook, the 
first thing to do is report the loss to the 
police. 

True _—-_ False = nae 
13. To be valid, a check must be written 
in ink. 


TG ee, Teese 


14. The safest way to deposit checks by 
mail is to endorse them with “for deposit 
only.” 

True False 
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NANCY CARTER EMMETT G. DAWSON MARSHA VAN FLEET CHARLOTTE HINTNER MAUD MURPHY 
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tars to Mr. Da Oil, a giant corporation. ace wi Pa rr a eflicient and competent three hopefuls. 
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Secretary TO GeniuSs- 


Salary High 


by RAYMOND DREYFACK Cc A C F 
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“Spice” for your wardrobe? Something new, 
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of course. Prime example: a raincoat 
pretty enough to wear on sunny 
days, too. Double-breasted 

jersey coat has matching beret, 
to-use-or-not belt. In 
colors galore. Styled by 
Lawrence of London. The 


price — about $75. 
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A. Palizzio’s black suede pump—its slim look combining good lines and a single pearl teardrop. 
B. Party-pretty—a cardigan overblouse of coin-dotted nylon georgette, trimmed with knit bands. 


Quick-drying and non-ironing. Colors: red, blue, and gray. Sizes: 32-38. $6. By 











Judy Bond. C. Classic shorties —a wardrobe “must.” These in Tycora stretch 


to fit, wash easily, come in a wide variety of colors. By Fownes. $2.50. 


D. Huge leather handbag to point up any costume. Its contents kept 


well organized with leather accessories. By Jana. &. Ship *n Shore’s pima 


cotton blouse, enhanced by delicate embroidery. In white, beige, 


blue, black. Just $4.98. 
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For stores carrying merchandise in 
Fashion Section, see page 47. 
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SVER SINCE THAT FATEFUL DAY 


4 |aid aside their corset stays. rolled their stockings 


when women 


to show a little knee, and decided to bob their hair— 
this same hair has been a primary topic of conversa- 
tion, contemplation, and contention. 

Besides the recurring question of “To cut or not to 
cut every woman periodically faces the decision 
of whether to make a radical change in hair style or 
to merely revive her drooping coif by getting a new 
permanent. 

Never is this desire for revamping her appearance 
more pressing than at the start of the New Year when, 
resolution-fresh and with a whole shiny year before her, 
she decides that a new look—with a permanent as the 
foundation—is in order. 

What kind of a permanent? In more and more cases, 
the answer is “a home wave, of course!” 

Types of Home Permanents 


There are two types of home waves available today— 


Y JEANNE PENNIE 


the rod-type and the pin-curl variety. 
The rod-type, however. can be further divided into 
two that 


those that require a separate neutralizer. Since neutral- 


permanent 


categories: those are self-neutralizing and 


izing “locks in” the curl formed by the waving lotion, 
its of major importance. With a self-neutralizing perma- 
nent. the neutralizing action is accomplished either by 
air or a combination of air and water. When this type 
of wave is given. the hair must be allowed to dry nat- 
urally on the rod curlers. 

With a permanent that requires a separate neutraliz- 
ing solution, the solution must be poured through the 
curls. saturating each one thoroughly. The hair is then 
rinsed and set. Since both the self-neutralizer and the 
separate neutralizer permanent give essentially the same 
type of curl. the choice is largely a matter of preference. 

The rod-type permanent is also available in several 
for different 


clude super for hair that’s difficult to wave. regular for 


lotion streneths hair textures. These in- 
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Fold end paper around the tress and slide 
it down to hair ends. 


dag 
jf p 


a 
Place curler rod under tress, halr spread 
evenly across rod. 


ae 
iis _—S 
——— 


——— 


3. Wind with left hand. Keep your fingers 


off the curier rod. 


\ 
sae ° 


4. When curler nears the scalp, fasten curler 


clasp securely. 


/ ON 
aw 


For away -from-face curis, place your 
finger behind the strand. 


aN 
(ae) 


2. Wind hair around finger, keeping cur? 


between fingertip and knuckle. 
- 


(eke 


3. Slip curl off your finger, tuck loose ends 


underneath the curl. 


4. Fasten cur! oy sliding # Casual Curlet 


across center of curl. 





average or normal hair. and gentle for hair that either 
curls easily or has some natural curl in it. There are 
also special preparations for use on hair that’s been 
bleached or dyed, for gray hair, and for children’s hair. 
How To Select the Right Permanent 

If a firm, long-lasting wave is desired, a rod-type per- 
with a 
A woman choosing either 


manent, either self-neutralizing or separate 
neutralizer, should be selected. 
type must also determine the wave strength best suited 
to her own hair. 
A rod-type permanent is generally best if you have: 
1. Stubborn hair—hair that’s very hard to curl 
2. Gray hair 
3. Bleached. tinted. or dyed hair 


lL. Very 


hair 


o 


long (longer than 8 inches) or very thick 


sut if your crowning glory is short. normal in tex- 


ture, and hasn't been artificially tinted, you might give 
yourself a pin-cutl permanent. Or if you wear a feathery 
or windswept hair style with just a few curls turned 
cheeks effective with the 
cloche hats and turbans—a pin-curl permanent would 


toward the very “revived” 
probably meet your requirements. 
It’s also excellent if you want a very soft, loose curl 


or if you just want to “pick up” straight ends. In most 
cases, if you can set your own hair in regular pin curls. 
you can give yourself this type of permanent with a 
minimum of effort. It might be mentioned here that 


find 
for putting up hard-to-reach back 


while most women friend an essential part of 
giving a home wave 
sections of hair, as well as for moral support—a pin-curl 
“solo” with excellent results. 
For the Prettiest Wave Possible 


Youll be happiest with your permanent, if you ob- 


wave can be accomplished 


serve several precautions: 

1. Have your hair in the 
Should it be a little dry. 
oil treatments several weeks in advance. 


best possible condition. 
give yourself a series of hot 
This is an ex- 
cellent corrective measure. 

going to have 


2. If vou're your hair cut or trimmed, 


have it done before the permanent. Many women like 
to have their hair clipped afterward to achieve a softer 


effect. 


is the merest hint of curl. 


but this isn’t the best idea—unless all you want 
Also. you 


length properly after a permanent. 


can’t judge hair 
3. Select the permanent best suited to your needs and 
hair type. 

is a must. 


Clean hair A permanent can be given 


even though the hair has been washed several days be- 
forehand. as long as it’s still clean. 

Read the directions through carefully before you 
follow Most 
kits advise a test curl beforehand, and it’s 
Also for the best results, 


to follow the order suggested for setting the hair. Most 


start and them from beginning to end. 


home-wave 
to do this. 


wise it's important 


essential—be a clock-watcher and check the timing. 
After the Permanent 
If, after all your precautions, your wave is tighter 


than you'd like, you'll find that a light trimming of the 


(Continued on page 45) 
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Fur-Trimmed, 100°. Orlon Sweater 


Super Orlon car 
digan sweoter 
trimmed with real 
fur collar and 
cuffs. Lightweight, 
fine-knit, it's wash 
able and quick-to 
dry. Peorilike but 
tons. Newest col 
ors: brown fur on 
beige sweater; It 
pink on It pink; 
It. blue on !t. blue; 
white on white 
Sizes: 34-40 





(Usually much higher in stores! 
POSTPAID! Satis. Guar.! 


$10.5 
RUTH ALLEN and CO. 


DEPT. T, 4726 OSAGE AVE., PHILA. 43, PA. 


FORCES You To Save 


$100.00 a Year Automatically! 


Get Perpetual Date & Amount Banks. 25¢ a day keeps 
date up-to-date. Also registers amount saved. Makes 
you save daily, or 
calendar won't 
change date. Save 
for car, home, col- 
lege, clothes, gifts, 
vacations, pay- 
ments, etc. Use year 
after year. Pays for 
itself in 8 days. Or- 
der several. Reg. 
$3.50. Now only 
$1.99 each; 3 for 
$5.75; 6 for $11.00, 
ppd. Mail cash, 
check or M.O. to 
LEECRAFT, Dept. TS, 300 Albany Ave., Brooklyn 13, N.Y 











F R E E PORTRAIT 


ENLARGEMENT, 
WITH EACH ORDER. 
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WALLET 
PRINTS 









order 
mous Roy Wallet 
Prints—orderall you 
need for swapping— 
perfect for job, 
school, pas sport, and 
ACTUAL SIZE al entification 
(2"/_" x ey *) end pieton e or neg- 
a 3 ative with your or 
SATISFACTION ler Satisfaction 
GUARANTEED = euaranteed 


ROY PHOTO SERVICE, Dept. 35 





$4,000,000 
IN PRIZES WON! 


You, too, can win your share of 
these Big National Contests for 
CASH, CARS, HOMES, TRIPS, just 
as our Students do who know the 
secrets of the “School of the 
Stars.” Send today for FREE “‘Con- 
fidential Contest BULLETIN’ with 
winning helps for the biggest 
contests now on. . no obligation. 


SHEPHERD SCHOOL 


1015 Chestnut St., Dept. T, Phila. 7, Po. 























Today’s Secretary 


Goes 



















BOTTLETTES GENU 
24 IMPORTED FRENC 
PERFUMES 


Samples trom world renowned Perfumers. 
Supply limited—this otter may never be du- 
plicated at this low price. Order several sets 
NOW for GUARANTEED PROMPT delivery. 
PERFUME IMPORTERS CO.. P.o. Box 264 
Dept. P-182-J Farmingdale, N. Y. 














(P.O. Box 644, New York 1, N.Y.) 
Eraser Soiled / 
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SECRETARIES 


CONFIDENTIAL LOANS 


$50 to $300 on your signature only. 


Repay in small monthly payments. 
Details free—write today 


CHAS. D. JOHNSTON, Manager 
Brundidge, Ala. 














ou neednt be! Now you can 
nove unwanted hair forever 
of your home 


TROUBLED 
WITH _ sedan 


by thous of women who 
UNWANTED -eaMeeeseaelssar ir 
destroys the hair root perma- 

HAIR ? 


nently! By following our instruc- 

ons you, too, can learn to use 
DEPT. 858-A 
PROVIDENCE 15, &. I. 









the Mahler safely and effi- 
ive money-back 
quar antee! Act today! 
















= 
Send 5¢ for illustrated 16-page ~\ 
booklet ‘New Radiant Beauty''! 

















FREE with your subscription to 
_ TODAY'S SECRETARY 


a copy of the Gregg Se rap Book, 62 pages of wit and wis- 
dom, written in beautiful Gregg shorthand, by semding your 
new or renewal “subseription TODAY'S SECRETARY 
toda This offer available for a limited time only 


One year, $3 
TODAY’S SECRETARY 


Two years, $5 


330 West 42 St. 
New York 36, N. Y. 











<:- la Wwte sheur Yet» 


HOW T0 SPEAK AND WRITE 
LIKE A COLLEGE GRADUATE 


have helped thousands of men and women who have not 
had college training in English to become effective speakers, 
writers, and conversationalists. With my new C. 1, METHOD, 
you can stop making mistakes, build up your vocabulary 





spee up your reading, develop writing skill, learn the “‘secrets” 
of conversation. You don't have to go back to school. Takes 
only 15 nutes a day at home. Costs little. 32-page booklet 
mailed F i(\ EE upon request. Send me a card or letter TODAY! 
DON BOLANDER, CAREER INSTITUTE 
Dept. 1451, 25 East Jackson, Chicago 4, Illinois 


Please mail me your FREE 32-page booklet on English 
Name 








REGNORB cnn: 
City... ———EE 
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IS YOUR BLOUSE FOREVER 


“POPPING OUT’’? 


“MOBI's,” the instant-on, flat 
plastic anchors, hold your 
blouse secure inside your 
skirt for that neat, slim, trim 
look all day long. No matter 
how you twist or bend, your 
blouse stays right where it 
belongs. Easy to put on— 
easy to take off—won’t tear your blouse— 
nothing shows. Only $1.00 a set. Satisfaction 
guaranteed or money refunded. (No C.O.D.’s 
please.) 


via PLASTIC 





Dept. E, Fuller Bidg. 
Philadelphia 3, Pa. 





RX FOR A CHEERFUL OFFICE —pills from 


Doc's Apothecary, guaranteed to cure 
everything. Authentic-looking bottle filled 
with M & M candies and amusingly 


labeled makes a clever gift. Pills avail- 


. 


= POTHECARY 


SS PULLS . 
MUEE ing THe orsTEe? 
SUGGIsH pERsONN® 





sales- 
golfer, etc. All 
in good taste and just $1.00, 
from B. Moses, 


8052. Houston, Tex. 


able for any occupation or hobby 
man, stenographer, gossip, 


postpaid: 
Dept. TS, P.O. Box 


CERAMIC TAPE DISPENSER is decorated 
with 
or Pennsylvania 


under-glaze wood violets 
Dutch chicken motif. 


Pretty to give to someone you like or 


lovely 





= 


keep for 
(Can be hung on wall.) Just $1.98, tape 
included, postpaid; from Downs & Co., 
Dept. TS, Evanston, Ill. 


kitchen. 


your own desk or 


A COLLECTOR’S ITEM. The coin on this 
key chain imported from 
original old 


Austria is an 


“Crown” portrait coin of 





Emperor Franz Joseph, backed with 
crown, leaves, and date. (Dates in the 
coins vary.) Ring, chain, and coin are 


all of silver, will hold a dozen keys. 
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Guaranteed against accidental opening. of y 
While they last, only $2.50, postpaid, tax ; ’ 
, ? included: from International Buyer Serv- Made on the finest silk-finish, double x 
ice, Dept. TS, 412 Albee Building, Wash- ACTUAL SIZE weight paper by the world’s foremost 
ate © OC. 22 x 3'2 wallet photo producer. Send ONE 
DOLLAR with your finished ' 
Ideal For Giving to graduation picture or glossy print. 
‘ © FRIENDS Your original will be returned 
GET ALL WRAPPED UP in Mopper, the © RELATIVES ener ; 
luscious after-bath robe made of yards @ CLASSMATES eae order in a vesy few & 
and yards of thick, thirsty, white terry Smart Idea for ays. Minimum order: 25 pictures 
cloth. As classic as the polo coat (and 4 @ COLLEGE & JOB from one pose. i 
even more comfortable). its uses are end- APPLICATIONS @GSeeoeeoeoeoeoee © & aes 
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’ BALL POINT PENS Wh t D y E | h 
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Red pen writes red... 
Green pen writes green. .. Say About You ? 
Blue pen writes blue. . . 
Black pen writes black. . . Mistakes in English reveal a lack of educa- 
An outstanding value : tion, can hurt you more than you realize 
a wonderful gift and a prac When you use the wrong word, mispronounce 
“d eel a a for or misspell a word, or shy away from speak 
s Se te | ee, ing, you handicap yourself enormously. 
; ' — Lan nsec omnes Sherwin Cody's patented invention has 
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Ol i , > . 
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F LA S&S Ht READING — 
Words and You 
BY MARGARET OTTLEY 
WORDS-- ay, DP a oF 9 
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n you read shorthand? You can probably speed through this article, which is based on Chapters One through Ten of the Manual. 
This material is counted in groups of twenty “standard” words each, so that you can estimate your reading s 
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PRACTICE DOES IT! 


| EARNING TO DO SOMETHING 
“NEW is interesting and fascinating, 
but learning to do something well is 
twice as exciting. Your editor is re- 
discovering that fact while striving to 
perfect the technique of driving a car 
efficiently and well. If you have been 
driving for a long time, you may have 
forgotten the keen interest. anticipation, 
wondering, and eagerness with which you 
settled 
trated on remembering and applying the 


behind the wheel and concen- 


instructions before going out into traffic. 

Learning to write shorthand fluently, 
expertly, easily is just as exciting. The 
challenge of 2 fellow graduate prompted 
me to submit the OG A Test for Mem- 
bership in the Order of Gregg Artists. 
The fee then was 25 cents for the certifi- 
cate, and a niece of John Robert Gregg 
held the post of chief examiner. The 
desire to win the OGA Membership 
Certificate prompted me to practice for 
the Superior Merit Certificate and the 
OGA Contest. 

Countless hours were spent in study 
and practice for the improvement and 
perfection of notes, many of those hours 
under the light of a study lamp dimmed 
to allow my sister her right to sleep. 
The fun and the challenge of that prac- 
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BY FLORENCE ELAINE ULRICH 


tice remain with me. [| still get a thrill 


out of writing shorthand. This article, 


written in shorthand, will be passed 
along to a secretary who can transcribe 
it as easily as her own notes. 

It is easy to make a perfect curve, to 
join circles to other strokes correctly, to 
maintain proportion in length of strokes 
and size of hooks and circles if you de- 
little 


writing style! 


vote a time to perfecting your 
It is much easier to read 
accurately written shorthand—indeed, 
you will read it faster than longhand or 
even the printed page—and this ease 
will give you more confidence. 

Enjoy your practice of the OG A Con- 


Read 


the test over first, then with a pen or 


test copy reprinted on page 40. 


a well-sharpened pencil, try writing it. 
Encircle the outlines that you think re- 
quire specific practice. Study them. Try 
to visualize them mentally, and then 
execute them. If you have the Gregg 
Shorthand Corrective Slide, by all means 
use it. This handy aid to a better short- 
hand style can be a wonderful help in 
analyzing your notes. 


WHEN YOU HAVE WRITTEN the best speci- 
men possible of the OG A Contest copy, 
read the instructions for submitting it. 


Director, Gregg 





{wards Department 


If you are a student, work with your 
school team to have a winning contest 
Beautiful 


cups, trophies, and certificates may be 


entry! pins, wall plaques, 
earned for yourself and for your school. 
Read about these fine awards in the 
December issue of TODAY’S SECRE- 
TARY. 

The OGA Contest is open to secre- 
reporters, and_ short- 


taries, shorthand 


hand teachers, also; and the same 
handsome awards are offered in each of 
their respective divisions. 

Of course, if you want to, you may 
earn the attractive certificates and pins 
offered in typing, filing, transcription, 
and bookkeeping, too. If you do not yet 
have the lovely new Achievement Record 
Album that contains five plastic envel- 
opes for 10 of the new certificates, you 


may obtain one at this time. You'll like 











this exquisite Fabricoid album—rose 
pink or maroon tooled in gold. Each 


unfilled page will be a challenge to you 
to win the certificate to fill it—and this 


Gregg Achievement Record Album wili 
he a fine keepsake of your school ac- 
complishment. 

If vou have not vet attempted the 
typing tests. read the Competent Typist 
Test and instructions on page 38 and 


the OAT Tests for Junior and Senior 


Membership in the Order of Artistic 
lypists on page 37. Set aside an hour 


Study a suitable 


OAT Tests. The 


or two tor practice. 


arrangement for the 


copy you type must look attractive with want to prove to yourself that you have 


margins. clean type. and even — the typing skill and technique to make 


strokes. The tests for the O A T Awards you 
Order of Artistic Typists. 


even 
eligible for Membership in_ the 
need not be timed. but the Senior Award Prove that 
is available only to typists who normally you can type at least 10 words a minute 
more words a minute on faster than vou are now typing by set- 
You will be 


proud to become a member of the Order 


write 40 or 
straight copy assignments. tling down to speed development on the 
Competent Typist Test this month. This 
of Artistic Typists and to be allowed to test is on page 38 and may be practiced 
wear the beautiful gold O A T Pin. And 


you mav earn that distinction this month 


as often as you wish in order to develop 
the speed and accuracy you want. 


by doing the test published on page 37. Twenty thousand shorthand writers 


will be practicing the OG A Contest copy 
REMEMBER. YOU CAN DO what you set with this thought in mind: to write a 


your mind on doing: and right now you winning entry. How about you? 





OGA 
JUNIOR 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as vou like, trying to get a 

light, smooth, fluent copy that shows 


your best shorthand penmanship. 


You may copy line for line or 
in narrower columns: you may use 
either blank or ruled paper. Shorthand 

notebook paper is fine. 
Your writing may earn you a 


Junior OG A certificate or pin. 
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OGA 
SENIOR 


This material includes just about 
every possible shorthand joining——it 
is a real test of vour ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions. a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material, 

you will get the 

Senior OG A certificate or pin, 

thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 





ey ; 
i ee a 


ee ee ot eee 


ft iin eel 
‘en: a a 
ole 


<r i ee ae Se ae 


pow a ieseatie” Cae 


e A ” os - = se » (73) | 


oe CO 


"a — 


—— —- 





36 


TODAY'S SECRETARY 











Miss Edith Fischer, Secretary; Businesswomen’s As- 
sociation; 308 East Main Street; Newark, New Jersey. 
Dear Miss Fischer: Thank you very much for writing 
to us of your club’s interest in a weekend tour of 
Washington, D. C., during cherry-blossom time. We 
are delighted that you have chosen our agency to plan 
your itinerary. 

We are enclosing a suggested tour for the two days 
you will be in Washington. This outline is tentative. 
If we have listed something the members of your 
club are not interested in seeing or if we have not in- 
cluded something you would like to see, please feel 
free to let us know. We want your stay in the nation’s 
capital to be a pleasant one. 

As cherry-blossom time in Washington is quite a 
busy season, we would appreciate your letting us know 
as soon as possible when you plan to go. The earlier 
we make reservations for you, the better choice of 
hotels and accommodations to be had. As soon as we 
know when you will arrive, we'll plan to have one of 
our guides meet you at the airport and drive you di- 
rectly to your hotel. 

Again, thank you for writing. Please let us know 
if we can be of any additional service to you. Cordially, 
A. R. Larson, Manager, Eastern Tours, Inc. Enclosure 


OAT 
JUNIOR 


Center this letter attractively on 
a full sheet of plain white paper 
or letterhead. Retype it as often 
as you wish, but be sure to 
submit only your best specimen 
for an award, 


Candidates should strive for: 

vood placement, accuracy—no strike 
overs or typographical errors, neatness 
(type clear and clean), proper 
indentation, and correct spelling and 
punctuation. Leave a blank 

line between paragraphs, even in 
single-spaced material. 
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(uk }) Saturday: e@:30 Breakfast et hotel dining roomg. 
9:30 Board Aus for # tour through 
Washingtong Visit te Lingln Memorial, 
Washington Mofupent , Smithsonign Institute. 


’ Luncipt the Steak House. Cam 


2:30 Visit to the Capitol end Treasury 
4:30 Board buss see oP ui and tour¢ 
pre a Ceme etery See changing 
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rO GET YOUR AWARD 

Mail your work to the Gregg Awards 
Department (16th Floor, 330 West 
42 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 
CT pin; 75 cents for each higher- 
speed CT award. ¢ Be sure your name 
and address appear on your paper. 
e Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by each candidate. ¢ Test ap- 
plications received without fees are 
held thirty days only. * Each Com- 
petent Typist Test must be certified by 
the timer. The certification should 
read as follows: “I hereby certify that 
I timed this test for exactly ten min- 
utes and that it was written in ae- 
cordance with the rules.”” * January 
copy is good as membership tests for 
OAT, CT (page 38), and OGA awards 
until February 20, 1958. 








OAT 
SENIOR 


Arrange this copy so that it will 

be displayed attractively and 
effectively. Be sure to make all the 
corrections indicated on the page. Use 
a full sheet of plain paper for 

the Senior Test. 


Both the Junior Test (above) and 

the Senior Test (alongside) must be 
submitted to qualify for the 

Senior Award. 

Both tests may be retyped as 

often as you think necessary to produce 
your best work. 











SANUAR Y 


COMPETENT 


TYPIST 


TEST 





To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get gross 
speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. 





(This copy should be double spaced.) 


It is strange that the things that once 
thrilled you as a child seem trivial and 
meaningless when you grow up and 
take another look at them. A carnival, 
for instance, was a fascinating wonder- 
land as you walked along the grounds 
with your father. The ferris wheel, the 
fluffy cotton candy, and the colorful 
clowns seemed like pictures come to 
life from a storybook. As you wandered 
past the huge canvas tents, perhaps 
stopping to peer into them, you came 
to the sword swallower. You could have 
remained there all night watching with 
amazement as he thrust tremendous 
swords into his mouth. The smell of 
peanuts as you rode the gentle ponies 
filled your head and made you dream 
of running away with the carnival. 

There was the carousel with its ma- 
jestic black and white horses, not to 
mention the thrill of catching the brass 
ring for one more ride. The delicious 
candy apples; the hot, buttered pop- 
corn; and the sounds of men standing 
on wooden boxes beckoning all to come 
and watch their shows were part of this 
special, unreal world. 

As you finished eating the last box of 
popcorn, watched the last clown per- 
form, and reluctantly walked home, you 
could barely contain the excitement of 
your evening at the carnival. When, 
finally, sleepy from the fresh summer 
air, you lay in bed, visions of the color- 
ful carnival filled your dreams. You 
vowed that you would go to the carni- 
val every night of your life when you 
grew up. 

Now that you are grown at last, you 
may be quite disappointed when you 
visit a carnival. As you wander along, 


Words 


8 
16 
23 
31 
38 
46 


107 


136 
143 
150 
158 
166 
174 
181 
188 
196 
204 
209 
216 
223 
231 
239 
246 


262 


309 


Words 


the grounds may be uneven and diff- 
cult to walk on and perhaps muddy. 
The odor of popcorn, peanuts, and the 
sight of sticky candy apples will no 
longer seem so appealing, but rather 
make you think longingly of the whole- 
some food in your own home. The 
voices of the barkers will soon make 
your head hurt, and probably you will 
refuse to ride the ferris wheel. Your 
adult mind will think of the dangers of 
the carnival rides—a wheel may loosen 
or the ride may make you dizzy. 

You will watch the children all jump- 
ing around in anticipation of the eve- 
ning ahead. Shaking your weary head, 
you will wonder where they get all 
their energy. The clowns will no longer 
amuse you, for you will know their acts 
by heart. No more will you wish for the 
pleasure of seeing a carnival every 
night. Once a year will be quite suff- 
cient. 

The sword swallower, once a mighty 
hero, will be simply another man earn- 
ing a living. Besides, you know the 
trick to his magic. The carnival band 
will play loud parade music; men will 
walk through the crowds selling pea- 
nuts, dolls, and frankfurters; and the 
noise of laughter mingled with the cry- 
ing of a lost child may surround you. 
You may even begin to wonder why 
you visited the carnival in the first 
place. 

But as you start homeward, you may 
stop before a stand where clowns are 
juggling colored balls and sticks. You 
will notice the faces of children light 
up in wonder as they watch. A little boy 
in front of you may express his desire 
to run away and join the carnival. 


(Repeat from the beginning to complete a ten-minute test.) 


Written especially for Gregg Awards candidates by Geraldine Garner 
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TRANSCRIBING SPEED PRACTICE 





The material below is the same as the C.T. Test across the page, and it is provided so that you can test and compare your spe 
ym shorthand. Compute your rate on this word-counted material in the same way you do when 
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Happy 
New 
Year 

—ALL 

YEAR! 


cleanest 


Here’s split-second, erasing 


OFFICE MANAGER 
OR STATIONER FOR: 


WHISK. The original 

ply eraser. The soft, in 
ner gray ply erases 
letters 
originals; the 


single 






red outer 
lavers 
cleanly erase carbon copies 


1 RI-PI Y same as No. 


without whisk.) 


Makes quick, 


every kind of paper. Its soft tex 


attractive gray typewriler eraser 
(No. 900 
9000 but without whisk.) 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue 


World's Foremost Eraser Specialists 











typists’ pride and 
joy the year round! 
ASK YOUR 


No. 3900 TRI-PLY 


or a whole line on 
smoothly erase the paper, 


Whisk brush attached. (No. 399 


3900 but 


No. 9000 SUEDE WHISK. 


clean erasures on 


ture and octagonal shape con- 
tribute to the pepularity of this 


Suede same as No. 


Newark 7, N. J. 








Your 


eran a 


Then get the new 8 File—lightweight, 
portable, with many uses in office 
and home. Either letter or legal size 
folders fit in this one file. Strong, 
corrugated fibre board with handy “tote” 
openings front, side and rear for 
easy handling. Read-at-a-glance index 
area. Attractive, fade-proof finish. 


each 
lower in 
quantities 





¥ Write For Additional Information 


BANKERS BOX CO. * Dept. TS-1 
2607 North 25th Ave, @ = =Franklin Park, tl. 
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Contest Copy 


For full particulars about entering the 
contestants—whether 
for your convenience 

All specimens written from this copy 
wish your notes considered for 
iner instead of to the Contest 
should use the January 


Students, teachers, 
will 


Committee. 
test copy on page 36. 


1957-58 OGA Contest, see 
December issue of TODAY'S SECRETARY. This Contest copy, 
stenographers, or 


automatically be entered 
OGA Membership also, 
Candidates wishing to 


the announcement in the 
which is to be used by all 
reporters—is being repeated here 


in the Contest. If you 
address them to the Membership Exam- 
apply for Membership only, 


OG oP D7 4p er 2, 
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The Contest closes on Match 1 (papers from outside the United States will be ac- 
cepted up to March 15), and all entries must be in our hands on or before that date. 





HELP PREPARE A 
BUSINESS RELEASE 


(Continued from page 13) 





use it no matter 
Others firmly 
believe it enhances the story’s chances to 


otherwise, he won't 


what the letter may say. 
send a forthright note calling the high- 
light of the story and the release date to 
flattery 
Neither will ex- 


the editor’s attention. However, 
will get you nowhere! 
travagant claims, so skip them both. If 
your boss is sending a letter, it’s a good 
idea to know the name of the editor. An 
advance phone call can generally get 
this vital information. 

It is not necessary or advisable to send 
sample products with your release. If 
the editor wants them, he'll ask for them. 
A clear, uncluttered photo of the item 
will do much more for you. 

If you do send a photo, be sure it is 
properly captioned with a typed strip 
taped to the back, or attached to the 
bottom, and folded up over the photo. 
Each caption must have the same source 
information, plus a brief, accurate de- 
scription of the people or products de- 
picted. Glossy prints, 8 by 10 inches, are 
preferred. 


Timinc: This is also very important. 
Newspaper items should not reach the 


“break” 


—two or three days is plenty of margin 


editor too far in advance of date 


as a rule. Weekly or monthly publica- 
tions must, of course, receive the story in 
bed.” 
You can always check deadlines in ad- 
vance, 


ample time before they “go to 


Fottow-ups: A vital part of all publicity 
efforts is obtaining the clippings or full 
tear sheets of the printed stories. If your 
company employs a regular clipping 
service, you will automatically send them 
several copies of the release when it is 
out. If watch the 
papers and magazines yourself, clipping 


sent not, you will 


full pages in preference to just the item 
itself. boldly 


pencil, and give full sets to your boss 


Mark your story in red 


so he can impress his boss! Remember. 
its always easier to get extras on publi- 
cation day than to order back copies a 
week or so later. 

All in all, 


not the terrifying project it might seem 
at first glance, 


handling a news release is 


if you take the time to 
And- 


it can be a very exhilarating experience 


follow these simple basic rules. 


to see your “baby” in print! 
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OFFICE SHOPPING CENTER 





| Editor's note. The “Month-O-Rama” was 
not included in the November article on desk 
Yow ve Got A Date). We feel that 


it should be brought to vour attention here. | 


calendars 


FOR PEOPLE WITH BUSY SCHEDULES and 
numerous appointments—-not a deadline will 
he forgotten once its noted on the Month- 


-Rama 


rf) 


Before you, on 11 hy ra) inch 





ima of the month's engage 


ments with each dav blocked off 


page < is a panor 


The entire 


calendar is bound with spiral wire— pages 


ire alwavs attached lor 


Kee y) at handy on 


turn easily. vet 


" 
quick review oO 


review 
vour desk or carry it in a briefease. Only 
$1.00. Order from Month-O-Rama. Dept. T.. 
HYU6HY Amb rst. Stl Louis 5 Mo 


A PROTECTION “PLUS” for important 
DUsiiess pratpre s d wines. OF cards is now 
available with the new Apeco “Ply-On” 
Laminator Be autifies and prese rves Copy 


with thin. 


pliable sheets of transparent 
plastic film. Occupies only 10% by 15 ine hes 
of table space ind operates on normal elec- 
trie current. Push-button controlled. the ma- 


aminated business-size 


produces a 


1 
echnine 





page in less than ten seconds for five cents. 
Added protection 


tampered with without marring their fin- 


laminated papers cannot 
| 
ishes, Nac hine Is manulac tured by the Plas- 
Photocopy Equip- 
ment Company, Dept. TS, 1920 Peterson 
Avenue, Chicago 26, II. 


lic Division, American 


GONE—CARBON PAPER! Autos ript copy 


paper combines the properties of carbon 
paper and ordinary second sheets: it is sim 
ply placed in direct contact with the original 


copy. Its specially processed finish enables it 


to reproduce impressions sharply and legibly. 


\s many as 12 duplicate copies can be made 
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at once—either on a typewriter or with an 


ordinary sharp pencil or ball point pen. 
Comes in various colors to aid filing proce- 
dures. Autoscript costs little more than ordi- 
nary copy paper. saves time when making 
copies, and is clean to work with. Samples 
and prices of Autoscript are available from 
Dept. TS, Pengad 


\ddress inquiries 


The Pengad Companies, 
Bavonne, N. J 


on company letterhead. 


Building, 


THE SMEAD MANUFACTURING COMPANY 
offers a new Embossed Fastener Folder that 
saves “approximately 100 per cent space in 
the fle drawer” by eliminating compressors, 
With its 12 grommets securely fastening 
steel to paper, the new fastener will assure 


strength and = durability The Embossed 














Fastener Folder is available in eight stand- 
ard positions or in special positions. The 
folder stock comes in manila, kraft, or press- 
*Two-Pli-Top.” 


information, write to the 


board in either single on 
For additional 
Smead Manufacturing Company, Dept TS, 


Hastings, Minn 


“3x —THE 


exciting new ball-point pen 


FASCINATING NAME of an 
writes 3X 
(times) longer, for it has 3X (times) more 
ink supply. Streamlined. lightweight, entire- 
ly different looking, the 3X has a visible sup- 
ply of ink. You can always see the ink level 


you can never run out of ink accidentally! 





The “magic float” pushes the ink down as 
it is being used, insuring an evenly smooth 
flow of ink for effortless writing. The “Spin 
tip” Pocket Protector 
clothing. Spin, the ball-point is covered. Spin 
Available in 


every color of the rainbow. Only 49 cents 


prevents soiling of 
again, the point is exposed. 


can be found on display everywhere. Manu- 
factured by Autopoint Company, Division of 
Cory Corporation, 200 Peterson 


Chicago 45, Ill 


Avenue, 








Now Heyer offere 
Push-button Duplicating 


»ott little more than the 


price of some 
hand-operated 
machines 








MODEL 764A 


Ya Wark 
CONQUEROR 


SPIRIT DUPLICATOR 


29° Plus Tax 


Every office duplicating job can be done 
much more easily on the new Model 76 
Mark II Conqueror automatic electric du- 
plicator. It delivers 110 clear, crisp copies 
per minute in 1 to 5 colors... at a frac 
tion of a cent per copy. Its constant speed 
produces better and more uniform copies; 
it frees the operator so that the copies 
can be observed; and most important... 
there’s no effort on the operator's part, 
for this new Conqueror runs without watch- 
ing, and even turns off automatically. The 
Model 76 Mark II offers all this, plus new 
engineering improvements . . 
that can’t be matched! 


Send for 
this FREE 
Booklet 
TODAY! 


. at a price 





The HEYER Corporation 
1823 S. Kostner Ave., Chicago 23, Ill. | 


Send additional Mark II information. | 


Please send FREE 16 pg. booklet on Heyer | 


Mark I] Conqueror duplicators. | 
NAME___ a | 
COMPANY | 
ADDRESS | 
CITY STATE 
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“QUIK-RITE” SECRETARY OF THE MONTH 






Miss 


Ana Tai 


writes from 


BANGKOK, 
SIAM 


QUIK-RITE 


The New ‘‘Pre-assembled'’' SECOND SHEETS and 
CARBONS save us time and baht (money) too. The 
King and | both agree that Quik-Rite is cleaner 
quicker, faster, etc., etc., etc., 


Seriously, smart secretaries everywhere are turning 
to QUIK-RITE for cleaner and more legible carbon 
copies of letters. No fuss with messy carbons... 
no collating ... just snap out and throw away the 
l-time carbon. Make as many carbon copies as 
needed — quickly, easily and economically. 


Try them yourself, write for FREE samples. 


FAIRFAX BUSINESS SYSTEMS 


HUYLER & KANSAS STREETS * HACKENSACK, N. J. 


















Graffco never 


lets me down! 


— 








" sweses [ egal 
Nu-Vise Metal Projecting 
Signals for “Vertical” Records 














How I used to dread the sudden call 
for facts and figures. They were in the 





records and on the maps .. . but where‘ ee. 


for “Visible” Records 





Now Graffco Signals and Maptacks 





spotlight all important classifications for 
instant action. And as reminders, they 





never forget! There is a special Graffco — Pegageds naman teas 
for “Visible” Records 








product for every kind of record hous- 
ing, maps and charts. Write for free 
tolor folder describing them all. 


Maptacks 
for Maps and Charts 








and MAPTACKS 


At your Office Supply Dealers . . . or 
GEORGE B. GRAFF COMPANY 
54 Washburn Avenue, Cambridge 40, Mass. 


Graffco SIGNALS 


for Protected “Visible” Cards 
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BEST JOB IN NEW YORK 


(Continued from page 11) 





to” in a previous job. declares that since she isn’t a neat. 
organized person herself (a fact one would never deduce 
hy looking at her) she finds the orderly columns of num- 
bers fascinating. And. “You get a wonderful sense of 
satisfaction when everything balances.” she laughs. 

Every so often. of course. things can get a little hectic. 
This vear. for example. Paul McCobb was asked to de- 
sign the United States Pavilion for the XJ Triennale di 
Milona. an important trade fair in Italy. He had two 
months’ notice—in that short time he had to come up 
with a “grand plan.” contact builders and suppliers. 
irrange for shipping. consult manufacturers whose prod- 
ucts were to be exhibited. check with VIP’s in Washing- 
ton. Every day brought new problems. but the staff 
pitched in and the project was completed in time. 

“We all work well together.” Barbara comments 
thoughtfully. “maybe because we're all interested in our 
jobs. Its a friendly place. too. There ll be a gathering of 
the clan at the MeCobb’s house—-a party to introduce 
a new staff member or a party just for fun. Or a group 
of us will spend an hour sitting around discussing the 
relative merits of a new design concept. 

How did Barbara get this “best” job? As a matter of 
fact. she almost didn’t. She answered an address-only ad 
in the Times and arrived at the 57th Street building too 
early to see anyone. But from the elevator man she 
learned whom she might be working for. and she got 
cold feet. “I knew Paul MceCobb by reputation and neve 
thought I'd have the necessary qualifications for a job 
with him. But the elevator man made me promise to call 
back for an appointment. I did—-thank goodness!” 

One reason why she got the job may well be that she 
seems to fit right in with the setting. A designer who can 
spend hours adjusting the arms of a chair to “just the 
right height” might well consider “just the right look” 
an important part 6f a prospective employee. Barbara’s 
cap of blonde hair and her tall. slim figure blend right 
in with the clean lines of the McCobb designs. 

Barbara has always been interested in art-—particu- 
larly the later manifestations of it. Her father is in the 
designing field: her husband is an industrial designer. 
Thanks to her hushend. tee. che hes become interested 
in sports—-skiing. hiking. riding—-can talk sports cars 
with the most enthusiastic buff. “So far [ve watched 
sports car races from the sidelines. but someday | would 
like to take part in a race for women.” 

At night she goes home to—naturally—-a contempo 
rary apartment. There are white walls. with sketches on 
most of them (that husband again), a bright yellow 
door. The furniture all by McCobb. Samehow word has 
gotten around, and strangers stop by to ask if they can 
see the apartment. 

“Do I show it to them? Of course——a grand tour com- 
plete with enthusiastic talk about the wonderful tables, 
the marvelous chairs. the magnificent couch. I've become 
a real ‘company girl.’ something | never thought I'd be. 


“But with a job like this—how could | help it!” 
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» -like peeling a banana! 
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available in 10 border colors 
plus plain white 

248 labels per box —31 sheets 
of 8 labels eact 





Rolls right on file tab without 
peeling or popping. 
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hew Avery self-adhesive 


lder labels 


faster+neaters+ cleaner 


Why monkey around with old-fashioned 
stickers when these new Avery 
self-adhesive file folder labels 
turn the trick so handily? 
Easy to type in sheet form with 
margin and centering guides, 
these time-saving, color-coded 
Avery Labels cut clerical costs, 
are self-adhesive ...with 
nothing to wet or moisten... they 
go on at the touch of a paw... 
neatly, firmly, and swiftly. There’s 
a moral to this tale of the business 
jungle. If obsolete stickers have you 
up a tree, swing to Avery. Identifying 
file folders with the new Avery 
self-adhesive Labels is easy... 
like peeling a banana — in fact 
easier. Try ’em soon. 





These NEW AVERY 


folder labels are available 
at all stationary dealers. 


Ask for them TOD. 





free <" 
samples 


\ 


Discover their / 
utility and 
economy yourself. 
Just send this 
coupon for your 
free samples 
today. 





r file 


AY! 





AVERY ADHESIVE LABEL CORP., Dealer Div. 152 
117 Liberty St., New York 6 + 608 S. Dearborn St., Chicago5 
1616 So. California Ave., Monrovia, California 

Offices in Other Principal Cities 


Piease send more information and free samples of Avery 
self-adhesive file folder labels 
my name position 


company 


address 








is your Gregg 
as good 

as your 
grooming ? 


















If it’s tidy and 
trim and a treat to 
transcribe, your 
Gregg looks good — 
and so do you. 
That's why you're smart 
to use EAGLE MIRADO. 
This is the pencil 

that holds a sharp point 
for pages of crisp 

writing . . . the pencil that 
7 secretaries out of 10 
rate the smoothest 
they've ever used. 
This is the pencil you 
ask for by name. 

And this is the name: 
EAGLE MIRADO. 
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(Continued from page 26) 
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(To be continued next month) 
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PERMANENT-LY PRETTY (Continued from page 31) 





nds plus nighth sessions with a cood brush will soon 
correct this. A cream rinse will also control and tame 
a too tight wave. 

How Often Is Too Often? 

Old wives’ tales to the contrary. you can have a home 
permanent whenever you like or whenever you feel the 
need for one. The only prerequisite: the hair should 
he in good condition. and the ends of any old wave 
should be trimmed before the new one is given. 

You're a Gray-haired or Gay-haired Lady ... 

Whether your hair is prematurely gray or the natural 
result of your years. you can still give yourself a perma- 
nent that will be lustrous and curly with a preparation 
created specifically for this color of hair. In many cases, 
a permanent makes gray hair more manageable. 

Home-wave experts also point out that bleached 
dyed hair can be satisfactorily waved. Select a rod-type 
permanent—for color-tinted hair—and follow directions 
carefully. Be sure to make a test curl before giving the 
complete wave. Discontinue rinses. tints, or dyes for 
several weeks before and after the permanent. 

With a little care and effort vou, too, can have a new 


look for the new vear, 
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for CLEANLINESS .. . for SPEED and EFFICIENCY 
. for PERFECT TYPEWRITTEN COPIES 


A pre-aligned second 


arbon for port HURON SULPHITE & PAPER CO. 
PORT HURON, MICHIGAN 

PLEASE SEE THAT RECEIVE (WITHOUT OBLIGATION) 

FREE SAMPLES OF HURON PYSETTE T.3 
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NO MORE HANDLING MESSY CARBONS... 


SPOTLESS LETTERS EVERY TIME 








SCHEDULE YOUR APPOINTMENTS 


the easy, orderly way 


Get a handy 
1958 MONTH-O-RAMA 
A Whole Month’‘s 
Day-to-Day Schedule 
At a Glimpse 





ha 
ep chedule 
‘ ‘ ' pla 
‘ t inte ‘ 
out conflict, Th MONTH-O 
' ' on ay 
fr ! vf su ‘ 
' u i 
He 
nd our t 
hact ‘ 11x blo | 
1 ne 1 i! 
ane Hi ke 


A 


$400 bene, trek Maca, 
On ly “~~ MONTH-O-RAMA, 6969 Amherst, Dept. T, St. Louis 5, Mo 

















NOW TODAY’S SECRETARY MAGAZINE can 
become an attractive permanent part of your 
business or home ny Ad 








These famous Jesse Jones files, especially designed for 
TODAY'S SECRETARY, ke your copies orderl rea 

ly accessible for future saienes e. Guard against soiling 
tearing, wear, or misplacement of copies. Will keep 2 
years’ copies in perfect condition. No irritating wires to 
handie; a 6 any py to | r ved 
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Jesse Jones Box Corporation, Dept. TS | 
P. O. Box 5120 | 
Philadelphia 41, Pennsylvania 
Please send me, postpaid, TODAY'S SECRETARY 
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to a desk! 


speeds efficiency—ups morale 


BOSTON CHAMPION 


PORTABLE PENCIL SHARPENER 


now in decorative green, blue, sand-tone, and 
gray colors 


e sharpen pencils at desk—fast—no 
more sharpener searches 

@ saves much more in time and effici- 
ency than actual cost in brief period 

e a low-cost quality item that helps 
desk workers feel more important 


Send for free comprehensive report on sharp- 


BOSTON 


eners, Booklet Y. 
C. HOWARD 


HUNT 


PEN CO., Camden 1, N.J. 





SHARPENERS 





FLICK A LINE 
finds the line 
everytime 








Reverse its panel! 
Change its height! 
Flick its rubber wheel! 
Left or right! 


Genuine walnut base with pencil groove and 
book ledge. Inclined masonite panel 8%, x 14. 


low, low $6-50 prepaid 


The ONLY four-way.... 
COMPLETE copy holder 


Preferred by professionals. 


FRANKLIN TABLE COMPANY 


16 N. 4th $2., 
46 


Louisville, Ky. 


secret for : 


SECRETARIES: 







Use an electric 
typewriter? j 


Then be 


you use the rib- 


sure 


bon that keeps your hands 
clean as you put it on your 
machine. The ribbon that 
has the fuchsia plastic “leader” on it. 


Old Town’s Carbon Paper Ribbon. 


All-quality carbon coating. High tensile 
strength, thin paper. This Old Town 
combination gives you’ execu-tively 
beautiful, non-smudge originals. Preci- 


sion-cut ribbon edges eliminate tearing. 


RIBBON ABSOLUTELY FREE! Write us for it 
on your firm’s letterhead. Show yourself (and 
your beaming boss) the 


very finest-looking typing! 





750 Pacific Street, Brooklyn 38, N. Y. 


World’s Foremost Maker of Carbons, Ribbons, 
Duplicators and Duplicator Supplies 








makes 


NEAT 
ERASURES 


with a 


RUSH- 


=F YBRGLASS 
ERASER 


No slip sheet needed be- 
tween carbon and copy. 
No erasing shield — the 
Rush Eraser is less than 
one character thick. In 
beautiful, life-time plastic 
case, handy to use as a 
pencil, with long-lasting 
propel-repel refills. 








Order from your Dealer 


or send 50¢ and 
name of dealer to 








The Eraser Co., Inc. 
| 1068 S. Clinton St., Syracuse 4, N. Y. 

















ANSWERS TO QUIZ 


(Continued from page 23) 





8. True. Some of the checks that you 
have made out during the month may 
not have been presented for payment: 
therefore the bank, having no record of 
deducted them 
Also, the bank may 
have charged your account with a service 


them. could not have 


from your balance. 
charge or maintenance fee. Generally. 
you will have no record of these charges 


until you get your bank statement. 


9. False. 


a check differs from the amount in fig- 


When the written amount of 


ures, the written amount legally governs. 
To protect the writer of the check and 
to avoid the necessity of returning the 
check unpaid, however. many banks will 
pay the smaller amount of the two. 


10. False. Wf vou 


writing a check and are 


make a mistake in 
unable to de- 
write the 
check and 


place your signature or initials beside 


stroy it and write another, 


correct. information on the 
the correction. The bank is then aware 
that vou are responsible for the change 
and that the check has not been fraudu- 
lently altered. The bank, however, may 
choose to verify the check’s authenticity 


with you before paying it. 


ll. True. Checks that you have depos- 
ited but which 
lected by the 
lected 


been col 
(known as 


credited to 


have not vet 
bank 


funds”) are 


“uncol- 
your 
account on the day of deposit, subject to 
final payment. But you should not draw 
against them until the bank has had time 
to collect such checks. For example. if 
you deposit, in your New York account. 
a check drawn on a Chicago bank. you 
should allow sufficient time for 
bank to collect from the Chicago bank 


before you draw on the amount. 


youl 


12. False. This no doubt may help. but 
you would be wiser to lose no time in 
reporting the loss to your bank. indi- 
cating the number or date of the last 
check you have issued. This is especially 
true where the checks are printed with 
your name. The bank will then make all 
attempts to stop payment on any checks 
presented after that 
until 


number or date 


they have verified their validity. 


13. False. 


check may be written in pencil. too. 


Although it is not wise. a 


14. True. In this way, should they fall 
into the wrong hands. they cannot be 
cashed. Never send currency or coins 


through the regular mail. 
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Words 
(Key to teasers on page 20) 
PLANTING THE LAST “SEED” 


ceed: 1, 5, 7. cede: 2. 3, 6. 8. sede: 4. 
seed: 3 (meaning “to seed again”). 


CHANGE THE MEANING 


ad, without a period, a shortened 
form of advertisement: A. D., abbrevia- 
tion of Anno Domini, meaning “the year 
of our Lord.” used with years in the 
Christian Era. 2. am, form of the verb to 
he used with the first person singular (I 
am): Am., one of the abbreviations of 
{merica; A. M., abbreviation of radio 
term amplitude modulation; also of de- 
sree of Master of Arts (also written 
\I. A.): a. m.. abbreviation of ante me- 
ridian, meaning “before noon.” used to 
indicate hours before noon, as 10:15 a. m. 

3. ark, the vessel in which Noah, his 
family, and animals were preserved: Ark., 
abbreviation of Arkansas. 4. bee, an in- 
sect: BL E. E., abbreviation of the degree 
1f Bachelor of Electrical Engineering. 

5. cod, a kind of fish: C. O. D.. abbre- 
viation of collect on delivery. 6. do. a verb 
meaning “to perform”: also name of the 
first note on the musical scale: do., abbre- 
viation of the Italian ditto, meaning “the 
same’; D.O., abbreviation of Doctor of 
Osteopathy. 

7. he, masculine pronoun: He, chemical 
symbol for helium; H.E., abbreviation 
for His Excellency or His Eminence. 8. 
ill, sick: ill., abbreviation of illustrated or 
illustration; Ill., abbreviation of /llinois: 
Ill, contraction of / will. 

9. mar, to deface: mar., abbreviation of 
maritime; Mar., abbreviation of March. 
10. wed, to marry; Wed., abbreviation of 
Wednesday; we'd, contraction of we had. 
we should, or we would. 


NAMESAKES 


1. The McIntosh apple, named for John 
McIntosh, a Canadian who first cultivated 
the variety. 2. Watt, named for the Scot- 
tish inventor, James Watt. 3. Wistaria 
(also spelled Wisteria), named for Cas- 
par Wistar, an Americ an anatomist. 

Macadam, named for the Scottish 
engineer, John L. McAdam. 5. Pasteur- 
ized milk, named for the French chemist 
and bacteriologist Louis Pasteur, who 
originated the theory of sterilization. 6. 
Klieg (also spelled kleig) light, named 
for the inventors. the Klegl brothers. 

7. Diesel engine, named for the German 
inve ntor Rudolf Diesel. a mechanical en- 
vineer. 8. Geiger counter, named for Hans 
Geiger, a German physicist. 9. Mercerized 
cotton, named for John Mercer, an Eng- 
lish cotton printer. 10. Sandwich, named 
for the fourth Earl of Sandwich in Eng- 
land, who is said to have made the first 
one. 


INSERT THOSE HYPHENS 
first-class: 4. two weeks’ (or two- 
week); 5. high-grade; 7. down-at-the- 
heels; 9. letter-perfect. 
WHAT'S THE DIFFERENCE 
1. A secretary is an employee or an of- 
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EMPLOYMENT AGENCY DIRECTORY 


Are you looking for a new job? On this page, every 
month, you'll find listed 
= agencies that can help you solve your job-hunting 
‘ problems. Whether you want a job in your own 
vicinity or whether you want to move to a new loca- 
tion, our Employment Agency Directory can be your 
expert guide. Check the agencies listed here first. 


reputable employment 











CHICAGO 


HOUSTON 





¢ (— urnishin 
Bl RCH eit cae to the a 


* High-Paying Chicago 
Market On An 
SECRETARIAL Employer Pay Fee Basis 


PLACEMENT 59 E. Madison * Suite 1418 














A SPECIALISES a CEntral 6-5670 Py, 


501 Melrose Bidg. 
ess 


EMPLOYMENT 
CA 4-6331 


= ii 


Dell 
Houston, Texas 
SINCE 1924 
Courtesy to all is our policy. Our counselors 
are trained placement specialists . and 
YOU are our special interest 





CLEVELAND 





In Cleveland it’s... 


BUSINESS GIRLS 


1290 EUCLID 1-4506 


Cleveland's Largest Exclusive Female Agency 


OPPORTUNITIES ARE GREATER IN A 
COMMUNITY WHERE THERE IS GROWTH 
AND EXPANSION SUCH AS HOUSTON 


QUINBY EMPLOYMENT SERVICE 


“Houston's Oldest—Under One Owner’’ Specializ- 
ing in Secretarial Positions through the years 


406 Bankers Mortgage Bidg., Houston 2, Texas 





DENVER 


NEW ENGLAND 





SECURITY EMPLOYMENT SERVICE 


Two amces t ! v's Job Center 
n Deny Experienced interviewers, who have been 


information & contact d 


Mrs. Marie Smith (Owner) 


1312 Broadway 303 Kittredge Bidg. 
Am-6-1968 16th & Glenarm Ac-2-0645 


THE WILSON AGENCY 


One of New England’s finest! Fully co-ordinated. 
Excellent staff with superior facilities to get 
the job done promptly. Your résumé will re- 
ceive immediate and continuing attention until 
you are happy once again 

GENERAL OFFICES: jtartiord 3. Connecticut 
BRANCHES: Middiectown, New Gritain, Springfieid 





EL PASO 


NEW ORLEANS 





SHARE YOUR PROBLEMS 
with 
El Paso’s Oldest Private Agency 
EL PASO 

EMPLOYMENT SERVICE 

Write: (Miss) Willie Yarbough 
21 yeors experience in personnel 

Stanton at Texas St. KE 2-1477 











Planning Relocation? Contact 


A-1 EMPLOYMENT SERVICE 


1409 National Bank of Commerce Building 


New Orleans 12, Louisiana 
13 Years Same Management Jackson 2-424) 














ficial who handles correspondence and 
keeps records for an organization or a per- 
son. A secretariat in its usual meaning is 
a staff or a department headed by an of- 
ficial or a governmental secretary. 2. 
Rhythm, a musical term, refers to the 
regular recurrence of heavy and weak 
beats or groups of beats. Rhyme is the 
repetition of similar sounds—for exam- 
ple, day, weigh, obey—at the end of two 
or more lines of poetry. 

3. Lineage refers to family or direct 
descent from a common ancestor. Linage 
is a printer's term referring to the number 
of printed lines on a page. 4. A podiatrist 
is a specialist who treats foot conditions. 
A pediatrician is a physician who spe- 
cializes in the care and treatment of chil- 
dren. 

5. Columbia is the capital of South 
Carolina. The word also occurs in the 
following names: a Canadian province, 
British Columbia; and the Federal dis- 
trict in which our nation’s capital is lo- 
cated, the District of Columbia. Colombia 
is a South American republic. 

Idle means unemployed, not busy. 
An idol is an image of something that is 
sometimes used as an object of worship. 


WHERE TO BUY IT 

Fashions shown in this issue may be 
found at the following stores: 
Cover: Sidney Gould sweater. Franklin 
Simon’s, New York; Famous & Barr, St. 
Louis. 
Raincoat by Lawrence of Lon- 
don. Lord & Taylor’s, New York; Julius 
Garfinckel’s, Washington, D.C.; 
Pirie, Seott & Co., 
Magnin, San Francisco. 
Pages 28 and 29: B. Judy Bond blouse. 
Oppenheim Collins, New York; Marshall 
Field's, Chicago; Burdine’s, Miami; May 
Company, Los Angeles. 


P: age 27: 


Carson, 
Chicago: 


Joseph 


E. Ship ’n Shore blouse. Bloomingdale’s, 
New York; Bamberger’s, Newark: Miller 
and Rhoads, Walker-Scott, 
San Diego. 


Richmond: 


Shoes by Palizzio, gloves by Fownes, 
leather goods by Jana can be found 
all leading stores throughout the coun- 
try. 
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Furniture by Stakmore. Clothes by Frank Semith of Ma Braother¢ 





- after 
five... 


thanks to her REMINGTON® ELECTRIC typewriter 


And no wonder—electricity does the work— 
helps today’s smart women of letters turn out 
such truly beautiful work in so little time, 


with so little effort and so pleasing to the boss. 


Flemington. Ftand 


DIVISION OF SPERRY RAND CORPORATION 
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Why vour shorthand is easier to read 
when you use an HS'TEHRBROOK pen 
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approved pen with replaceable points. Just $2.95 

















